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FUNCTIONAL DESCRIPTION OF ACTIVITIES 
OFTHE “Upc 2 ee 


GOVERNOR'S OFFICE 
DEPARTMENT OF AGRICULTURE 
DEPARTMENT OF BANKING 


COMPILED FOR THE 


REORGANIZATION AND CLASSIFICATION COMMTTTEE 


PENNSYLVANIA ECONOMY LEAGUE, INC. 


os Library 7" 


HARE IS BURG 
PENNSYLVaANTA 





NOVEMBER 
194d, 
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As a basis for etudying in detail the functions of stat 
ment, the heorganization and Classification Committee obteined f 
¥ S : 


department , commission @ completes factual 


(a) 


{b} 


Fach epecitie job or activity performed 


The purpose served by each job c 





{co} The federal or state law, agency regulation, executivs 
order or policy requ uiring the perfermance of the job or 
activity, which are abbreviated as follows: 

WP izoulred oy federal statutes or ae 
(Show statuses, article, section, stc. 

“WhieRequired by departmant, beard or commission 
regulation (Show segulation number or date! 

"O" Nob required by any of the Foragod pee » carried 
on as a mether of policy om prac’ 
ASM. eee by. stats Law (Show pamphlet law number 


with articles, section, etc.) 


B"-Required by bxeiutive Board or Governor's Office 
(Show date of order) 
(dj The number of persona required on a full or part time 
‘bagis to perform each job or activity 
Since tnis wes the first inventory of its «ind in the 
the state government, the Committee has compiled the infermation tor 


reference and use into the following sactions:; 


tet 25 


aH 


statement © 


v 


the agency 
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Section Til 


Section IV 


Section V 


section VI 


Section Vil. 


Section VIITL 


18 ce +74 


ede Lon Tk 


section £ 


Governor's Office 
Department of Agriculture 
Departuent of Banking 


Civil service Commission 

Department of Comnerce 

Pennsylvania Post War Planning Commission 
Board of Fiah Commissioners 

Department of Forest. and Waters 


Pennsyivania Gama Commission 
Department, of Health 


Department of Highways 


fnsuranse Department 

Departament of Justice 

Department of Labor and Industry 
Jepartnent of Military Affairs 
Milk Control Commission 
Department of Hines 

cinneirncins Board of Parole 


benneylvania Historical and Museum Commission 
ys . 


Pennsylvania Liquor Control Hoard 


Pennsylvania Public Utility Commission 
Pennsylivenia State folice 

Department of Property and Supplies 
Department of Public Instruction 


of Public Assistance 


Department, 


Vepariment of Hevenus 
Nepartoen. of Shute 





aCTIVITY PERFORMED No. 1 


> wrepeinsar een eT eae 


Secretarial Service. - 
FURPOSE 


Provide secret: 
to the Governor, wiio di 
Personnel Bureaus of 
to the Governor. 


Governer, including Secretary 
istrative, Budget and 
.ssistent Secretaries 





REFERENCE 


PERSONNEL 


ACTIVITY PERFORMED No. 2 
Administration of office wor«. 
PURPOSE 


Maintain control and check over all routine activities of the 
Governor's office, including supervision of office personnel. 


REFERENCE 


PERSONNEL 


2 (F) 


ACTIVITY PYRFORNED No. 3 


ae 


Accounting, Budgeting and related activities of the Governor's 
Office. 
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PURPOSE 





Maintain accounting, 


Administrative, Budge 

ing payrolls, payment of all 
of office supplies. During 
of legislative bills in hand: 


sonnel records relating to 
£ Governor's Office, includ- 
and «keeping record 


Siesta Assembly, maintain record 





b and j 





REP IRICH 


PERSONNEL 


ACTIVITY PERFURRED No. & 
Commissions issued by the Governor. 
PURPOS 5 


Prepare orders and perform reiated duties regarding commissions 


ociec by the Governor, including Department Heads, members of State Boards 


and Conuaissions, Notaries Public, Railroad Policemen, Judges and County 


Officers, Justices of the Peace und Aldermen; maintain record of commissions 


issued to department heads and members of State boards and commissions, for 


convenience of Governor when masing eppointments, 


REFERENCE 


PERSONNEL 
(F) 


ACTIVITY PERFORMED No. 5 
Receive visitors and muinbain record cf same. 
PURPOSE 
Receive visitors of the Governor's Office and maintain record of 


REFRRENCE 


PERSONNEL 
1 ( F) . -a~ 


same. 
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ACTIVITY PERFO 


2 ur 





Stenographic and related activities. 
PURPOSE 


&+ - 


Maintain stenographic, typing and mimeograph service for all 
activities of the Governor's Office and Executive Ms 





RaFEREN CE 
E 
PERSONNEL 


10 (F) 


ACTIVITY PRRFORLED No. 7 
Operation of Telepnone Switchboard. 
PURPOSE 


Operate telephone switchboard, receiving local and long distance 
calis, and keep record of sax. 


REFSRNNCH 


PRESONNEL 
1 (F) 


ACTIVITY PERFOHIED No. & 
Filing and related activities. 
FURTOSE 


Uaintain Governor's files of correspondence, cards, records and 
reports, and furnish inform:tion to office personnel as requested. 


REF SRENCH 


PERSONNEL 


3 (F) 
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PURPOSE 


Maintain mail and messenger service for the office, including 
receipt and distribution of incoming and obtgoing mail. 


EP ERENCE 
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PERSONNEL 


1 (¥) 
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Freparation of biennial budget. 





PURPOSE 

Legislative guide in passing appropriation bills. 
REPERUNCE 
eee 


S Adm. Code 601 
PERSONNEL 


Oe Ser emamone See Ne 


cA a oa 


ACTIVITY PERFOREED No. 2 

Preparation of annual List of eimployes. 
PURPOSE 

To bring personnel records into agreement. 
REFERENCE 

3 Adm. Code 603 
PERSONNEL | 


3 FT 


ACTIVITY PERFORMED No. 43 

Approval of periodic appropriation budgets. 
PURPOS® 

Fiscal control. 
KEFWICENCH 

S Adm. Code 604 


FERSONNEL 
a fT ~5- 
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Recording and analysis of receipts and expenditures 
PURPOSE 

Fiscal control. 
REFERGACE 

@) 
PERSONNEL 


LF 


ACTIVITY PERFORMED No. 5 

Laintenance of tebulating card record of employes. 
PURPOSE 

Preparation of annual lists and budgetary atest 
HEFEHENCE 

S Adm. Code 603 
PERSONNEL 
aF 
i FT 
ACTIVITY PERFORMED No. 6 

Maintenance of position record. 
PURPOSE 

Personnel control related to budgetary control. 
{SFERENCE 

0 
PERSON WL 


1F 


inforniation. 
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ACTIVITY PERFOHUXD ilo. 

Approval of personne 
PURPOSE 

Budgetary control. 
REF NOS 

3S Adm. Code 60/4 
PERSONNEL 


2 Pt 


ACTIVITY PLHPOWED No. 8 


Approval of forms for pr 


PURPOSE 

General economy and effi 
HEFERENCE 

S Adm. Code 701 (2) 
PERS ONW2L 


= FT “ 


ACTIVITY PERFORED No. Y 

Approval of investments. 
FURPOSE 

Administrative control. 
REFERENC® 

S adm. Code 701 (f) 
PERSONNEL 


2 PT 


oh 
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ACTIVITY PERFORMED Wo. 10 
Bs A el ae nt 


Reel erate ar a hi ae ee ee See penne a 
Miscellaneous r eports ang stategunents. 


4 rt ~ 
Fiscal control, budgetary control, public information. 
ONE ge 


4 


ACTLVATY PERFPORMID No. 12 


MWiscelj aneous adainistrative studies send duties affecting all 
departments or involving special oroblems. 


PURPOSE 

Aduinistrative Control. 
KEPEHEN CE 

0 
PERSONNEL 


2 Pt 


ACTIVITY PERFORLED No. Le 


varry and dispute: mail, store unused files, maintain stoc«x room. 
isd US 


Needs of the bureau, 


igi GENCE 
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‘AVATY PERFORMED No. 13 


Prepare, circulute and index Yxecutive Bourd minutes. 


iv 
ites) 


Administrutive control. 
HOP LR CE 

S Adm. Code 709 
PERSONAL 
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GOVERNOR'S GFFLCE 


PERSONNEL, BUREAU 


coset eetAe aOR nm gD decbistadletaboed 


ACTIVITY PLi"URKED No. 1 

Secretarial Service. 
FURPOS& 

Provide secretarial staff, including Personnel Secretary who 
directs activities of Personnel Bureau, including interviewing and 
employment of all Perscnnel for the Departments under the Governor's 
jurisdiction, and one Assistant Personnel Secretary. 

REFERENCE 

EB 
PERSONNEL 

2 (F) 


ACTIVITY PHRFORLED No. 2 
Adwinistration of Office worn. 


PURPOSE 


Maintain control of all routine activities related to Fersonnel, 
including Supervision of Personnel records. 


REFERENCE 
ks : 
- PERSO} ONNEL 
1 (F) 
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ACTIVITY PERFORMED No. 3 
Stenographic and related activities. 


PURPOSE 


Maintain Stenographic and Typing services for all activities of 
Personnel Bureau. 


REFERENCE 
PERSONNEL ~ 


3 (F) 


ACTIVITY PWRFORMED No. & 
Filing and related activities. 
PURPOSE 


co 


Maintain Personnel files of correspondence, curds, records, relating 
to Personnel. 


~ REP RwiCE 
E 
PERSONNEL 


AE)... 


ACTIVITY PERFORMED No. 5 
Receive visitors and ..atain record of sane; Operate telephones, | 
PURPOSE 


Receive visitors of Persc.1el Office, and maintain records; Operate 
telephone, receiving local and 1). distance culls for the Personnel Secretary. 


REFERENCE 
ay 
PERSONNEL 


1 (F) 
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ACTIVITY PHRFORMEL) No. 6 . 
Messenger wid Mail service. 
OSE 


rs 


Maintain M11 and Messenger service £ 
jastribution of .1:1 Mail improperly addresse 


. °EENCK 
: ; 
PERSONNEL 


a {F) 


-lL2~< 


or 
2 
adi 


the office, including re- 


or entire State Departments. 








ADMINIS’ LRA 


reenter! 


ACTIVITY PERFOIORD HO, 1 
Pian and direct sil 
PURPOSE 
to have uniform pol: 
ROWERS 
(5) April 9, 1929, P 
ACTIVITY PERFORMED NO. 2 


Secretary and Deputy 


Executive Secretary of the State Seil 


PURPOSE 
Po conduct 


y & 


WPI Vis 


ames 


and coordinate the work 


Bary 


o b, 177 as amended, Section 2Ol. 


Chairman and 
CG). 


Agriculture. serve as 
Conservation Board (See 


Ay oe BH" Cad 
OB ClSrvary OF 


and manage exhibits of e11 agricultural, industrial and 
artistic products, tren exhibits of all classes of farm products, etc., 
as will best advance the interests of agriculture and other industries of the 
Commonwealth. 
REFSRENCE 
: (S) Act of Juno 7, 1923, P. L. 498, Section 1709 - as amended. 


ACTIVITY PERFORMED NO, 3 


Secretary and Deputy Searetary serve ss 
retary of the S tate Soil Conserx 


PURPOSE 


roe Eg carry cut the para 


of Sofi Conservation Distrie 
REVERENCE 
(S) Act 557, July 2 


ACTIVITY PSRVYORMLD NO, 4 
Receive, open, sort, 


Cha 


irman and Executive Sec- 
vation Board (See C) 


e 


eet of the law in the formation and conduct 
1937 as anended 


and distribute general deosrtmental mail. 
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44 : <7 & henditines «nd nroaner Gis ‘. 
To facilitate neous handiing and prover distribution, 


ACTIVITY PERFORMED NO, 5 : 
Answer mail concerning general policies of the Pennsylvania State 
Farm Products Show and Soil Conservation, as well sa letters referred to 


the devartment from other administrative branches of the Commonwealth. 





PURPOSE 
fo inform the public and to renly to those interested in special 
things concerning sgricultural conservation problems ase: to assist other 


branches of soverument in answering Istters concerning egriculture. 


ACTIVITY PERFORMED. NO, € 

‘Prepare answers and forward materi 
agricultural activities and ‘industries rel 
food vroducis. : 


aL to nergons interested in various 
ing te agriculture, including all 


eS 


PURPOSE 
lo inform these interested in agriculture and food problems. 


ACLIVITY PERFORME iO, 7 


SN EE TE a PET 


Handue a aE ee ween relating to State automotive equipment. 


PURPOSE 
To give proper directions as to uss and repairs, 


ACTIVITY PERFORMED NO, 8 
Assign atk. automobiles and anproye requests for use of State auto-= 
mobiles, | 


PURPOSE 
To maintain cantrol fer economical use. 


ACTIVITY PERRONIED NO, 9 
Allocate and snprove gascline rationing for automobiles, denartmental 
and personal cars in. club transvortation plan, 


PURPOSE 
fo secure gasoline and tires Por oneration of cars and trucks. 
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ACTIVITY PEXFOR! 


Tuy Nv! 
Pd 





; £) 

=! & Sa 

Maiatais » 3x 5 statistical card record of rec 
Serenes erecemree 


mmendations. 
To properly certify 


necessary & 


Speers. 
ACTIVITY PERFORMED WO, 12 

; Maintain complete & x % tical. car 
of automobile assignments and 





Lerche RA 


ad end Eardex file records 
* gunthorigations. 

PURPOSE 

fo make possibhi 


A ‘ 
ren, Co a eA corey me te Pal “r eel 
yp Pooer S8S2 SAME HR 8 Bana Frecora 


of ae 
AGLIVITY PERFORMER 


NO, 12 
Aporeve all 


denartmentai printing requests inc] 
material. 
PURPOSE 


Luding mimeogranh 
For central centrel and economy. 


ACTIVITY PERFORMED NO. 13 
Review and anrrove 
licity, and information re 


for release, all newspaper stories, general pub- 
Leaees,. : 
, PURPOSE 
To insure proper administrative poliry 
REFoORENCE 
(0) 
ACLIVIVY PERFORMED WO, 14 
Hendle all departmental sersonnel, including permanent and per diem 
employees; 
: Review annlication submitted by 
Write letters recues 


Fersonnel Bureau 
view. 


ting prospective employee to come for inter- 

If qualified, assign to proper position and Bureau, advising 
Buresu Head by memo of 

Prepare Per Dien 


assignment. 
» R 


teanest forms if person is employed prior to 
gpvToval of vermanent appointment. 


~be 
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tn ici neperg anc submit for Governor's annrovel. 

De ihc ie Lions is indicated. 

notification of permanent appointment and 

f j to Comptfoller and Bureau Head. 

oni. chang sheet. : 

Prepare aes record sheets for ready reference for Sec- 
retary, Deputy Secretary and Executive Office. 

Prepare Kardex 5 x 8 employment record card, 

Prepare 3 x 5 employment record card for county file. 

Prepare 5 x & leave of Absence record card, 

Prepare recommendations for Governor's approval, for promotions, 
Salary increases, reclassifications and involuntary wi th- 





ie) 


ord of ancroved changes on all personnel record cards 
nse sheea$s covering all annroved changes, 


To employ qualified and efficient personnel to perform activities de- 
legated to the Department es Agriculture and for the maintenance of official 
records pertaining to sppointments, salary increases, promotions, reclassifi- 
cations, withdrawals, CbCos 


Reber ce 





ACTIVINY YY PERFORMED WO, 15 
Prepare re snmmal list of devartmental emloyees, 


PURPOSE 
For checking purposss in all departments handling personnel. 


REFERENCE: 
(RE) (date varies) 


ACTIVITY PERFORMED NO, 16 
Conduct surveys and prepare reports covering departmental employees 
as required, 


PURPOSE 
Yor the information of Governor's Office, Persennel Bureau, Reclassifi- 
cation Committee, etc... — 


ay <a 


ACTIVITY PERFORMED NC 
Maintain 





" 
ord of Executive Office leaves of absence. 
ia 2 


to malntsin record of employees! leaves of absence for reference in 
considering futur gts for Leave. 


ACTIVITY PERFORMED NO, 18 





“Hold meetings and conferences with individuals and er oups pores 
departmental activities, procedures, as well as vepresentatives of ail tyvoes 
of farm groups, food manufacturers, dictriguwers, BiG 


PURPOSE 
To assist in the development cof avriouliure and to work out vreper 
relationship with various industriss, 


ACTIVITY PERFORMED NO, 19 - 
. Meke speeches throughout the Commonwealth on various. Icinds of aAgri= 
cultural activities, 


PURPOSE 
To inform the public on departmental work, 


ACTIVITY PERVORMED NO, 20 


a 


Act as intermediary hetween fara 


mers and Yederal agencies, 


PURPOSE 


fo get problems befors proper Federal off icials due to inability of 
farmers to do so. 


ACTIVITY PERVORMED NO, 22 
Review applications of persons recommended by Personnel Bureau for 
per diem ewployment on seasonal work, Farm Show, .etc.. 


fo determine qualifications for work tc be performed, 
G : 


ACTIVITY PERFORMED NO, 22 
Notify Bureau Head by memo, mithoriging em loyment of nerson on ner 
diem or hourly basis. 
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PURPOSE 


~~ as See ot Se Rive 4 PP on oes wm. ener 
For proper authorization for emioyment. 


REVERENCE 
(0) 


ACTIVITY PERVORMAD NO, 25 
Prepare and renew st shion ¢ 
covering per diem and fie ines salon es, 





Par Diem Requests 


PURPOSE ; 
To secure Uovernnr's approval. for employment of necessary personnel, 


REPARENCE 


@) 


ACT PIVLEY PEHPORMED NO, 24 . 
Maintain files pertaining to all personnel, permanent and tenmmorary. 





PURPOSE 
For ready reference, 


REFERENCE 
(0) 


PERSONNEL 
(F) = 4 


DePpaniiieN tT OF AGRICUL PUT 





PP, 429) XECULT VE & BUR RAW 


AQCOUNTING 


ACLIVITY PERFORMED NO, 1 
Plen and direct all fiscal and acccunting activities 


PURPOSE 
To control sil fiscal matters . 


ACTIVITY PERFORMED NO, 2 

Audit invoices and vrepare for direct Pid, wee all denartmental 
fees, nrinting supplies, stationary and other supplies and materials, food 
and storage, traveling expesases, automobile aes ke and accessories, freight 
and exprese, postage, telephone and telegraph, light, heat, power, water, 
newspaper advertising, contracted repairs, rentals, automobile insurance, com~ 
pensation insurance, bonds, towel and drinking water service, equipment and 
animal indemnities,- 


J 


PURPOSE 
fo control accounts of department, 


ACTIVITY PERFORME)) KO, & 
Prepare all departmental and agency salary payrolls. 


PURPOSE 
To compensate emploveces “or services rendered. 


ACTIVITY PERFORMED NO, 4 
_#udit all departmental agency wags rolls. 


PURPOSE 


fo determine accuracy of employees! compensation. 


RAFERENCE 
(S) Act of April 3, 1929, P. kL. 177 as amended. 


ACTIVITY PERVORMED NO, 5 


Receive and transmit all monics for ilceuses, fees, indemnities, fines 
collected, sale of surnlus and niscellaneous revenue, 
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FURPOSE 


fo transmit monies to Deoartmens of Nevenue for deposit in ths 
Commonwealth's devositories, 
HaPOReENCE 
a es Pare ae a \ 

(Ss) Act No. 175, Section 1210 (Fiscal Code). 


ACLIVITY PERFORMED NO. 6 
Tabulate and submit to Denariment 
accident renorts, 


- 


PURPOSE 
. Employees’ insurance coverage. 


REFERENCE 


(S} Act of April 9, 1929, P. 17? a8 amended. 


L, 


ACTIVITY PERFORMED NO, 7 


of Labor and Industry, 


industrial 


Record and submit all automobile accident reports to Denartment of 


Proverty and Supvlies. 


PURPOSS 
Automobile insurance coverags. 


REFERENCE 


(S) Act of April 9, 1929, P.-L. 177, as 


ACLIVITY PERFORMED No, § 


amended, Section 709. 


Submit vstiremens forms 


PURPOSE 
To determine empleyees' 


RSFPERENCE 


(S) Act of June 27, 192 


ACTIVITY PERVORMED 0, 9 


Comile personnel fiscal 


PURPOSE 


Maintein record of sslary changes and annual retirement 


and data on employees to Retirement Board. 


retirement deductions..- 


ze) 


P. L, 858 as amended. 


y 


@ata of saleried emmloyees. 


contributions. 


=B= 


REFER ONCE 
(0) 


RMED WO, 10 
Control 


aonivigy PERES 
Ma sintain Ledger 


PURPOSE 


For proper accounting of postage us 


JAA BIT ATT AIA 
REPS HY Olt 
STE re 


“(0) 


ACTIVITY PRRVORNED NO, 23 
Audit and pr epare 


Associations. 


PURPOSE | 


4 « OE my Bets 3M he fo & et 
For proper distribution 


REVERENCE 


ACTIVITY PERVORMED NO, 
Prepare biennial 


PURPOSE 
For budget purposes, 


ACRIVIGY p PE RLORMED NU, IS 


Prepere annual and bdisnn 


PURPOSE 
For budset nurpases, 


ACTIVITY PERFORMED SO, 14 


Compile monthly report o 


PURPOSE 
fg determine auton 


nr: | s 
ial estimat 


‘ wo de < oa 
tmerntal postage. 


iL 
direct requisitions for state-ald to State 


-£ the appropriation for fair 


expenditures, 


es of revenue and 


ay 


f automobile expenditures. 


abile oneration costs. 
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Fair 


receipts. 
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CTivity P ERPORMED NO. 15 





© 
ear all departmental and agency printing requests, 
PURPOSE 
pS | 
. P mat: dent *, 
For departmental activitias. 


ACTIVITY PERFORMED NO, 16 
‘Record all functional. and agency purchase requests. 


PURPOSE 
For racord of deoarta ental purchases, 
REFERENCE 


ACTIVITY PERFORMED NO. 17 ; 
Maintain record of monthly commitments and rep ort monthly adjustment 
commitments. 


PURPCSE 
- or budget purpesss. 


ACTIVITY PERFORMED WO, 18 ; 
Maintain vs perpetual inventory record of storeroom items and maintain 


inventory control printiag, stationary supplies and other materials and 
supplies, 








2nd 


PURPOSE 
To control stock items. 


ACTIVITY PERFORMED NO, 19 
Meintain inventory control record of departmental and agency equin]e 





ment. 


PURPOSE 
To keep accurate record of Commonweat th’ 8 gieaceure. end other equin=- 
ment. 


ACTIVITY PERFORMED NO, 20 


Maintain ‘Yadeer of all poe nak and agency expenditures, receipts 
and income, 
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PURPOSE 


Dey x ¥ g mR Eee fe. SAAC 
Bor oroper accounting of funds. 


VLRY PERFORMED NO, 22 
Prepare monthly expenditures reports 


PURPOSE . 
For Budget Office information. 


ACTIVITY PERFORMED NO, 22 
; c 


Maintain record of accounts receivable and follow-up p,aat-dne accounts. 


PURPOSE 
For proper accountings of funds. 


ACEIVIGY PERFORMED NO, 23 
Maintain cerd index system of employees’ withholding tax. 


PURPOSE 
fo compute and record nroner tex deductions, 


ACLIVIEY PERVORMED NO, 24 
‘Maintain card iadex system of work records covering per diem emnloyees. 


PURPOSE 
For reference concerning other than salaried employees,for use in 
suditing wage rolls. 


ACTIVITY PERFORMED WO. 25 
Prepare report of per diem employees by classification. 


PURPOSE 
Boe information of Budget Offic: 


REVERENCE 
(0) 


ACVIVI£Y PERFORMED FO, 26 
Compute Workuen's Compensation Insurance covering departmental and. 
agency employees. 
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PURPOSE 
For insurance protection. 


REFERENCE 


(S) Act 281, June 2, 1915, P. L. 736 as amended, 


ACTIVIUY F@PORMED NO. 27 
Schedule and renort 
records, 


gli serviceable property as well as ueeless 


PURPOSE 
For inventory purposes, 


REFERENCE 
Act of April 9, 1929, P. L. 177, Sections 510 and 524, 


ACTIVITY PERFORMED NO, 28 
Prevare semil-onvial budget adjustmente 


PURPOSH 


For information of Budget Office, 
REFCRENCE 
(8) Act of April 9, 1929, P. L. 177, Section 604 


ACTIVITE _PERFORMED NO, 29 
Audit adi% milonee roaporte aud check against oil, ga 


m 


oline and repairs 
PURPOSE 


fo determine use of automobile equipment. 


REF SRENCE 
(0) 


ACTIVITY. PERFORMED NO, 30 
Maintain record of all leases and prepare monthly report. 


PURDOSE 
To comply with requiremant ef Department of Property and Supplics. 


REWERENCE 
C) Act of April 9, 1929, Pe Ie 177, 





- P = 
Pie 
. - 
| _ a 28 RS Se 
1 eis x 
{ seta is 





ACETVINY PERVOHMED 





adi & tain card index record of all public utilities and 
contracts, 


PURPOSE 
“For accounting purposes. 


REVERENCE 
~~") 


ACTIVI RY _PERZORMED Aelts 33 
“Prepars and issue identification cards and badgee and maintain 
ledger record of sans. 


PURPOSE 
To maintein check on identifieation of departmental employees. 


REFERENCE 
: (0) 


ACEIVITY PERFORMED NO, 33 
; Prepare monthly stat 


ement of all receipts applicable te General 
Fund and Special Pund.- . 


PURPOSE 
Yo comply with requirements cf Department of Revenue for control 
records. 


REFERENCE 
0) Act of April 9, 1929, P. L. 177 


ACTIVITY PERFORMED NO, 34 
Compute and and charge back against steck records,all internal stores 
requisitions. 


PURPOSE 
fo properly segrecate charges to various bureaus. 


ACPIVITY PERFORMED NO, 35 
Maintain inventory record of State automobile equipment and record 
of assignment. 


PURPOSE 


Por auditing and checking purposes in connection with automobile 
repairs and accessories, 


ACTIVITY PEXFORMED NO, 36 
Prepare monthly report of unwarranted requisitions. 


fed 


PURPOSE 
For accounting purpose 


ACTIVITY PERPOKMED NO, 37 
Verify all checks issued for payment, type transmittals, and file 
all correspondence and vouchers. 


PURPOSE 
For verification and transmittal to fiscal offices of Comionwealth. 


ACTIVITY PERFORMED NO, 38 


Handle all correspondence and anewer verbal inquiries pertaining 
to activities of Comiroller's Office 


PURPOSE 
to furnish requested information. 


ACTIVINY PERFORMED NO, 39 
Maintain ¢ separate Farm Show Fund bank account and reconcile monthly 
with Commonwealth Treasury. 


PURPOSE 
For accounting purposes. 


ACTIVITY PERFORMED NO, 40 . 
“Gompile monthly report of all commitments, 


PURPOSE 
For monthly budget renort of exnenditures, 
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FURPOSE 

For accounting purposes. 
REVERENCE 

(0) 


ental stock, place in proner bins 
orn wpon requi Coon. 


ACTIVITY PERYORMED NC, 4 
Receive ea ae i Md 





PURPOSE 
To maintein elorerecm stock, 


REFERENCE 
(S) April 9, 1929, P. L. 177 as amended. 


ACTIVITY PERFORMED NO, 43 : 
Receive proofs for publications from all bureaus and agencies,and 
transmit to Bureau of Publications. 


PURPOSE 
'o control proefes submitted against approved printing requests. 


REPSRENCE 
(5s) April 9, 1929, FP. L. 


coed 


19? as emen.ded. 


ACTIVIPY PERFORHED NO, 44 
Maintain fils of all uncollected accounts, overdue and unpaid for a 
period of ninety days. 


PURPOSE 

fo refer to Derartment of Justice for attention, 
REFERENCE 

(8) 4nril 9, 1929, FP, L. 177 a8 amended, Section 512. 
PERSO NNEL, 
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ACTIVIG ay PERFORMED NO, 1 


o> 


Supervise “activities of 


IMvieion of Crop Renorting and Information. 


PURPOSE ; 
fo inform agricultural leaders and the general public on activities 
of Department. 


ACTIVITY PERFORMED WO, 2 
* Publish weskly News Bullet oe 


PURPOSE 


For information of agricultural leaders and general public. 


ACTIVITY PERFORMED NO, 3 
Prepare and oe items for nawspapers, magazines, and redio. 


PURPOSE 
For information of public. 


ACLIVITY PERFORMED NO, 4 
Kdit biemonthly issues - "Bulletin-Pennsylvania Department of Agri- 
culture” , 


PURPOSE S +H 


Disseminatt on of information asx 
and the general public, 
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REFURENCE 
(S) Act of April 


i} 4 


9, 1929, P. Lb. 177, Section 1707, 


ACTIVINY PERFORMED NO, 5 
Answer Ber ae nee requesting special and general information, 
and statistics on Pennsylvania agricaulture. 
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PURPOSE - 


$B on Fact eon a Awe ee +" ” R, Sears aes 
Ie fared s Ww information to the public 


ACTIVITY PERFORMED NO. 6 
Clear all Gepartmental printing and proofs. 


PURPOSE 


IT £. ae 5 | wl 4 = wea te a 
Io facilitate and standardize printing 


om 
ity 
Qo 


yr department. 


ACTIVITY PERFORMED NO, 7 
Mointeain a record of setetus of legislation pertaining to agriculture. 


PURPOSE - 
For information of Denartment and Bureau UNesds,. 


REVERENCE 


(0) 


PERSONEED 
(7). 7 


ACTIVIEY PERPORNED KU, g 


GN ETT 


Collect, suncarige and sxealyaze Pennsylvania agricultural data and 
informabion. 
Prepare for and x amaend to the U. S. Department of Agriculture, 


State summaries for ee sion in national totais. 


Gemmose and release reports for the State and the United States, 
besed upon the infermation compiled for Pennsylvania ond other states. 


PURPOSE . 

T) furnish such information to the public in general and the agri-= 
cultural interests of the State in varticular, as a guide in stabilizing 
agricultural production, | 


REFERENCE 
(S) Act of April 9, 1929, 


PERSONNEL 
(F) = 4 (in cooperation with U. S, Department of Agriculture. ) 
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BABCUTIVE BUREAU 
Ede enka tc Eek hh oe 


HALL AND DUPLICATION SROTION 


ACTIVIYY PERFORHED NO, 1 
Collect all math for Department of Agriculture from vost office, 


Sort and distribute all mail to various bureaus. 


Perform messenger service, 








Collect all eae asit from various bureaus, stamp and mail. 

Fold, stuff, classify by post offices, seal and mail all circulars 
and bulletins and mail for general distribution, including mail of Crop 
and Livestock Division in ation with the United States Department of 


Agriculture, 
PURPOSE 


avoid Fears epee of ed 


ACHIVISY PERFORHED NO, 2 


Serve as chauffeur as needed by Secretary and Deputy Secretary of 
Agriculture. : 


PURPOSE 


Tg assist the executive heads of the department, 


ps 


ACTIVITY PERFORMAD NO. & 
Maintain cars in repair for Bxecutive Office use, 
PURPOSE 


fo seo that equipments is maintained In an efficient order and ready 
for use as needed, 


ACTIVITY PERFORMED 0 


Perform all :aultigraph, multilith, photestat and photographic work 
for department. 
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PURPOSE 
REFERENCE 
(0) 


PERSONNEL 
(F) = 3 
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¥ COMMISSION 
Sterne mane hap Annee pen 


ACTIVIWY PERVORNSD MO, 1 


Conduct an Annual Pennsylvania Farm Show. 


PURPOSE 
fo stimulate and promote the development and imorovement of agri- 
culture in Pennsylvania, 


REFRRENCE ; 
Act of dune 7, 1925, P. &. 498 as amended - Section 1709. 


PERSONNEL 
(F) = 9 


ACTIVITY PERVORMED NO, 2 
Maintain Karam Show buildings, grounds and squinment, 


Ye 


PURPOSE 
For maintenanes of grounds and equipment in a state of good preser= 
vation for necessary uses, 


REPRRENCE 
(s) ~ Act of dune 7, ig23, FP, 1..498 as amended - Section ETO. 


a 


PERSONNEL 
(F) = 


ACHIVIGY PH PERFORMED NO. 3 
Rental of - ereunds and buildings. 


PURPOSE 
hig secure adequate utilization of auch property. 


ACTIVITY PERFORMED NO, 4 
Meintain records and accounts. 


=-20= 
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PURPUSS 
fo make financial accounting. 


REFERENCE 
(S) Act of June 7, 1923, P, Lb. 498 eas amended = Section 1709. 


PERSONNEL 
(F) 4 
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ACTIVIZY PERVORM_LD NO, 
Accept petitions 
District. 


PURPOSE 
To carry 


> 


out the 


OY 


- ACTIVIVY PER¥ORMED NO, 
fo advertise Yor 


PURPOSE 


To notify intere 
ACTIVITY PERFORHED NO. 
Hold hearings an 
PURPOSS 
fo determine the 


district, 


ACTIVITY PERFORMED 
To advertise 


PURPOSE 





ONSERVAVION BOARD 


See eee 


Conservation 


Tels 


tive to such hearing, 


he area proposed for a 


Yo notify the persons interested in the proposed district. 


ACTIVITY PERFORMED Wo, 
Hold referenda, 


PURPOSE 
To permit person 
a district. 


5 


a interested to vote for or against the creation of 


: =Lo= 


ACTIVITY PERFORMED NO 
Make determinat: 


= 6 


ong as to the fermation of districts. 


PURPOSE ; 
fo properly judge the need and necessity for such districts. 


ACTIVITY PERFORMGL 
Appoint sun 





ervicors end certify to the Secretary of the Commonwealth. 


PURPOSE 
To carry out legal procedure in the formation of a district. 


ACTIVITY PERFORMED NO, 8 © 
Hold elections fer sunervisers in a dis eoiek: 


PURPOSE 
fo vermit the veople ‘in the district te select elected officials. 


ACTIVITY PURFORMED WO, 9 
Keep accurate record of all procedures 


PURPOSE 


To certify a2 te tha legality 


of the establishment and conduct of 
anew sub-division of state government. 


ACTIVITY PERFORMAD NO, 10 
Certify and pay certain expenses. 


PURPOSE 
To see that all expenditures are ln proper and in line with the law. 


ACTIVI'Y PERWORMED NO, 12 

Formulate nolicies, vules and regulations, 
PURPOSIs 
To have uniformity in the overation and establishment of districts. 
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REFERENCE 
(S) Act of July 2, 1937 as amended. 


(PT) Carried on by regular departmental employees as needed — No. 
varies = 2 emplcyees primarily part-time. 


= Loom 


DERARLMENL OF AGRIC 


ACPIVITY PERFORMED NO. 1 


Bbnforcemeni of Stats 
poultry, Meat Hygsiens laws, 


PURPOSE 

; Lo promo te the 
and eradicate any 
the public healt 


ivestock in 

{Panenmissible 
by regula f 
storage, Sale, transvortation and posses 





periaining te domestic 
and Pennsylvania Deg Law. 


animals, including 


industry and to prevent, suppress, control 
aiseases of animals and voultry; to nratect 
ting the manufacture, prevaration, handling, 
sgion of meat and meat-food products: 
lied dogs, for the protection of 


livestock, poultry, and the public. 


RAFERENCE 


(S) Act #441 of July 22, 1913, P. L. 928 as amended. 
Act #117 of Mareh 28, 1929, 
Act #236 of April 17, 1929 as. amended. 
Act éf May 28, 1915, P. L. 587 as amended, 
Act of June 22, 1931 as amended. 
Act of May 11, 1921, FP. Ll. 522 ae smended, 


PERSONNEL 


(8) = 204 


PT) = 50 
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BUREAUS OF AMIMAL INDUSTRY 


ADMINISURATIVE 


ACTIVIWY PERFORMED NO, 1 
Plan and direct all administrative and technical activities, prepare 
needed regulations and formulate policies, plans, and procedures of work. 


PURPOSE 


Coordinate the work of the various divisions in the prevention and 
control of transmiss diseases of animals and poultry. 


ACELVITY PERFORMED WO, 2 
Address ase meeting 7s of, and confer with members of patton nl, atate, 
county, and local lives stock and veterinary organizations. 


PURPOSE 


"o inaugurate policies ond disseminate information in keeping with 
approved and adonted methods for the nrevention, control, and eradication 
of transmissible diseases of animals and poultry. 


ACTIVITY PERFORMED NO, 3 
Direc x activities of Diagnostic laboratory, 


PURPOSE 
Yo see that prover metheds of dlagnosis of animal diseases are used. 


ACTIVITY PERFORMED NO. 4 


Review investigations resulting from coriplaints received re#zarding 
law violations. 


PURPOSY 
To détermine the proper legal procedure apnlicable. 


REWERENCS 
(S) Act #441 of July 22, 1913, ©. L. 928 as amended, 
Act #117 of March 28, 1929, 
Act #836 of April 17, 1929 as amended, 
Act of May 28, 1915, ©. L. 5387 as amended. 
Act of suns 28,1931 a8 amended, 
Act of May 11, 1921, P. Ll. 522 as amended. 
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ACEIVITY PERFORMED 






NO, 5 - 
Receive and tranamis funds for Livestock Denlers! License fees 
recovered dog damages, and other funds. 





PURPOSE 


To maintain a proper 


aceount 4 


mz of funds. 


ACRIVITY PURVORNED 


: NO. 6 
Distribute incoming mall ta proper divisions, 
PURPOSE 
fo facilitate crannt attention 


ACTIVITY PERFORMED 


No, 7? 
Prepare vouchers and wage rolls, 
PURPOSE. 


“ACTIVINE PERYORI 





FORMED NO, 


Melatain nereonnel racords, including leaves of absence, 
PURPOSE 
fo have information available,and to check on employees’ leaves of 
absence, 
ACTIVITY PERFORMED NO, 9 
Formulate and dictate repli 
or technical information. 


es to corresnondence reouiring snecial 
PURPOSE 


fo properly inform the public regarding Bureau wees and furnish 
requested informazion. 


ACTIVITY PERFORNED NO, 10 


Audit traveling and other expense vouchers, bills for supplies, equip= 
ment and automobile expenses, weekly time reports and mileage reports. 
PURPOSE 


Tp determine accuracy. 
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ACTIVITY PERFORMED NO, 1 
Prepare Purchase Requests for supplies, equipment, maintenance of 
equipment and printing. 


PURPOSE 
To provide office, field and laboratory with proper requirements. 


*. 


ACTIVITY PERFORMED HO. L2 
Prepare budgets figures for maintenance costs and indemnities. 


PURPOSE 
Po submit to departmental Comotroller for use in arriving at requests 


& 
¥ 
to be made of the Rudget Bureau for. approvriations, 


REFERENCE 
(0) 


ACTIVITY PERPORIED Wo, 13 


Unforce Viras and Biological acts pertaining to use and sale. 
PURPOSE 

To prevent illegal sale and use for the prevention of the spread of 
diseaseg of livestock and poultry. 


REFERENCH 
(S) Act 132 of April 27, 1909, PL 189 - Section 2. 


PERSONNEL 
(¥) = 6 
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DISTRICT 


“i ! OFFI GE 


ACTIVITY PERFORMS 4D NO, 


Supervise, assist 


and instruct versonnel assigned to district offic 
PURPOSE 
To coormlinate and have work performed efficiently, nromtly, and 
economically. 
ACTIVITY PERPORM.D NO, 2 
Conduct. special -investizationa and veport to Harrisburg office with 
recommendations for fur Wier eceten. 
PURPOSE . 
fo determines if lawe and reguletions have been violated, and if so, 
to what extent. : 
ACTIVITY PERFORMED HO, 3 
Sa apprsiss, and permit cattle for slaughter, which are positive 
to Bang Viseass or Tubercuissis testis. 
PURPOSE 
Yo eliminate potential sources of infecticn, 
ACTIVITY PERYORHED NCO, 4 
Quarantine infected herds of cattle aud other aninalsa affected with 
or exposed to trensmissible diseases, 


PURVOS# 


% s 
her live 


To protect ot stock and the publ 


REFORENCE 


poe 


928 as amended, 


(3) Act #442 of July 22, 1913, P. L. 
Act #117 of March 28, 1929, 
Act #236 of April 17, 1929 as amended, 
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ACTIVIGY Pi 
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FUREO SH : ; 
m ee 2 Me Ten var office with nece cy 





information, 
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AGTIVITY PERFOR sED NO, £ 
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PURPOSE 


EMAL yok 


voy ss ’ 5 456 , “4 
73 $6 Various organigations interested 
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ACTIVIGY PERFORM 
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PURPOSE 
Yo ensbie nurchasers of cattle to know their health status. 


REFERENCE 
(S$) Act #442 of July 22, 1915, FP. Lb. 928 as amended, 
Act #117 of March 23, 192 3. 
6 #236 of April 17, 1929 as anended. 
t of Hay 28, 1915, P. i. 587 as amended. 
Act of June 22, L931 as ere 
Act of May 11, 1921, P. lb. 522 ag amended, 


ACTIVITY PERFORMED NO, 9 | 
Review and approve vouchsrs fer services and sspenses, 


PURPOSE 
fo determine accuracy of bills and place in line for payment. 


REFERENCE 
— (0) 


ACTIVITY PERVORMED NO. 10 
Order sunplisa, squipment and printed forms from Harrisburg office, 


FURPOSE 
fo enable the district office to perform duties properly. 


REPERENCH 
-(G)> 


PERSONNEL © | 
(¥) = 35 








Rare a 85 5) 
‘a 


ce 








ol IND ane 


MISCELLANEOUS DISEASE 


ene 


ACTIVITY PERVORMED WO, 12 
Supervise, assist instruct in examinations and investigations 
necessary for the regulation, prevention, control and eradication of diseases 
other than Tubercul oats beset animals and poultry that are known and 
yroclaimed by the Burean to ts of a dangerous transmissible character, 


PUHPOSE 

To coordinate ths werk oJ 
and eradicate the spread of 4% 
poultry. ; 


i office and field personnel to prevent, control 
sransmi ssible prea in Gomestic animals and 


REV GRONCE 
~ ($) Act 4421 of July 22, 1913, P. L. 928 aS amended. 
Act 132 0 . be . ls, 189, 
Act 117 of Harch 28, 
Act 236 of Jmril 17, 


ACTIVIGY PERFORMED MO, 23 

Supervise 2 and direct programs for the prevention, control and eradi- 
sation of Bang Disease of domestic animals in ceonpseration with the U. S. 
Department of Agriculture, under official approved plans and methods, 


PURPOSE 
fo coordinate the work of prevention, control and elimination of Bang 
Disease with Mederal, State, coonerating agencies and owners, 


REFERENCE 
(6) 


ACTIVITY PERFORMED NO, 3 
Supervieze t. the licensing of stallions kent for public service, 


PURPOSE aa 
fo protect ownere of horses from fraud and deception, 


REYURENCE 
(S) Act of June 3, 1941, FP. L. 631 as amended, 


\ 
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AREA BANG DISEASE PLAN avD CLAiN 
ACTIVITY PERFORMED NO, 1 
Hinal Bureau audits of Bang Disense indemnity claims. 


PURPOSE 
fo determine eligibility and accuracy of indemnity payments. 


ACTIVIEY PERYORMED NO, 2 


General supervision of Area and Claim Section. 
PURPOSE ie 
To coordinates and dictripute work within section. 


REVERENCE 
(0) 


PERSONNEL 
(v) = 11 


AREA BANG DISEASE PLAN AND ChLAIM 
VOUCHER AND YECORD 
ACTIVITY PERFORNED WO, 1 


Send Area positive and negative test reports to owners and District 
Agents. 


PURPOSE 


To advise owners, District Agente and field supervisors concerning the 
status of herds tested for the murcose of isolating infected animals, brand- 
ing, quarantining, appraising and arranging for disposal of infected cattle, 


ACLIVIGY PERFORMED NO, 2 

Type, check, file and send copies of summaries, initial testa, 90=day, 
six months, aunual and triennial retests to county and district agents; trans~ 
fer information to 5 x 8 cards. 
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PURPOSE 

To- show results of 
‘and to determing when areas whé 
modified Beng Visease Accredited areas 


infection in various areas, 


when areas qualift; as 


i) 





ACTIVITY PERFORMED NO. 3S 


Authorize teats under Service Letter No. 184, 


. PURPOSE 
To enable ownere intwhese herds int 

result of a partial test, to have the 

instead of waiting for regular teat, 


ection has been disclosed as the 
( £ their herd tested vromtly,. 
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ACBIVITY PERYORMUD NG, 4 

Prenare claims for nayment, checking for tag numbers of positive 
animals, preparing tess chart, disinfection card, post mortem, agreement of 
valuation and salvage revort to accommany each claim, 


PURPOSS : 
To determine eligibility and accuracy of indemnity vayments. 


ACTIVITY PERVORMED WO, 5 


Compute, check and type vouchers for each individual claim, 


PURPOSE . 

Zo enable the Bureau te vay correct amount of indemnity farmers are 
entitled to receive according to law, based on the figures seed on the Agrree- 
ment of Valuation and Salvage Feport. . 


ACTIVITY PERFORMED No, 6 
Luter all positive anivweale end Bang Disease indemnity vouchers in 
Indemnity Ledger, ; 


PURPOSE ; . 
fo snable the Bureau ef Animal Industry to forward the amount of Bang 
Disease indemnity at sil times ta departmental Comtroller. 


ACTIVITY PERFORMED NO, 7— 


Prenare lists of twonty (20)indemnity vouchers and send to Comvtroller's 
Office, 














PURPOSE . 
For the payment of indemnity cleins. 





ACTIVITY PERFORMED HO, & 

Prepare monthly report sxowing positive animals received during 
month and biennium, amount of indemnity paid during the month and biennium, 
and the unpaid claims.c 


PURPOSE 
| “Jo have available at all times, tho amount of indemnity that is 
actually paid each gonth and for the biennium to date, to keep the depart- 
ment advised as to actual payments, and contingent liabilities chargeable 
to the Indemnity Annropriation,so that testing may be regulated to avoid 
excéeding vudzst. 


_ REFERENCE 
(0) 


PERSONNEL 
(F) = 9 


AREA BANG DISEASE PLAN AND CLAIM 
CORRESPONDENCE 
ACTIVITY PERFORMED NO, 2 
Originats, type snd dictats Letters in answer to correspondence and 
requests for information regsrding Bang Disease indemnity claims. 





PURPOSE . 
To obtain letters of authority, certified copies of court records in 
estates; identify positive animals, and obtain ovher information. 


REFERENCE : | 
(S) Act #441 of July 22, 1914, FP. L. 928 as amended. 


ACTIVITY PERFORMED NO. 2 
Handle correspondences by dictation and transcription, regarding 
technical, semi-technical and complicated indemnity claims. 


i 


PURPOSE 
- Yo clear promptly, indemnity claime for payment,and avoid expense of 
visits by Bureau agente. ; 
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ACTIVITY PERFORMED NO. 3 
Maintain rscerd of townships signed wp for Bang disease, and prepare 
monthly reports of townships, herds and cattle awaiting test. 


PURPOSE 
To keep department advised as to the demand for initial Area Bang 
Disease tests. 


ACTIVITY PERFORMED WO, 4 
Color Bang diseases Area tested and signed up areas on maps. 


PURPOSE 
fo keep department advised as to progress of Area Bang Disease work. 


ACTIVITY PERFORMED HO, 5 
Check repliss to correspondence regarding indemnity claims. 


PURPOSE 
To determine if claima are ready for payment. 


REFERENCE 
(0) 


PERSONNEL 
: (¥) = 2 


INDIVIDUAL BANG DISEASE PLAN AND CERTIFICATION 
ACTIVITY PERYORMED NO. 1 
Check records for nesedsary authorization of cattle and goat tests. 


PURPOSE 
To prevent the results of unauthorized herd tests being reported. 


ACTIVITY PERFORMED WO. 2 
Check results ef all four copies of laboratory report. 


PURPOSES 


. To be certein that résults on all conics mailed are the same as 
original retained in the office. 
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ACTIVITY PERFORMED NO. 3 
Stamp teet charts for retest of Suspicioue, Hemolyzed or Broken 
samples. 


PURPOSE 
fo recommsnd retsst witheut writing Letters on all such cases, 


ACTIVITY PERFORMED NO, 4 
Report results by telegrem, collect when requested, 


PURPOSE 
To report the status of animals to be sold, pending results of test, 
or those showing synptoms of abortion. 


ACTIVITY PERFORMED NO, 5 
Type envelopes for herd owners and vetorinarians, and mark District 
Agenta’ covy of all test reports. 


PURPOSE . 
To notify herd owners, vetsrinarianus end District Agente concerning 
the results of the test mads at the lehoratory. 


ACTIVITY PERFORMED 10. 6 
Note original copy of each test chart showing to whom, by whoa, 
and when the results vere reported. 


PURPOSE 
To maintain accurats office record for reference, 


ACTIVITY PERFORMED NC. 7 
Check identifications of all animals tested with previous tests, 
and refer to all correspondencs, 


PURPOSE 
To determine if any animals were added to the herd. 


ACTIVITY PERFORMED NO, 8 
Cneck records of thas herd owners from whom animals were purchased. 
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PURPOSE 

To determine $f the additions ars froa Negetive herds under official 
supervision, or shipped into Pennsylvania in accordance with interstate regu- 
lations. 


ACTIVITY PERFORMED NO, 9 
Fill in form letters requesting additional information for all 
animals that do not check, furnishing cor4es to veterinarian and District 


Agent. 


PURPOSE : 
To completo recorda and clear herd for certification, 


ACTIVITY PERFORMED NO. Lo 
Type letters advising herd owmera when additions are not purchased 
from preper sources. 





PURPOSE 
To eliminates future viclationea. 


ACTIVITY PERFORMED NO. 12 
Type letters regarding duplicate identifications, retageing, abortions 
correct identifications of dams and herd sizea, 





8 


PURPOSE 
To complete recorda and clear herd for certification. 


ACTIVITY PERFORMED NO. 12 
Supervise and re-cneck work handled by new employees. 





PURPOSE 
_ To train them to perferm duties of position. 


ACTIVITY PERFORMED WC, 13 


Take or give dictation on further complications in checking teets. 


PURPOSE | 


To request information to clear statue of herd,or advise regarding 
another retest. 
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ACTIVITY PERFORHED NO. 14 
Take dictation from Chief o! 
special cases.,. 


PURPOSE 
To completes such cassea. 


ACTIVITY PERFORMED WO, 25 
Record date, number animale tested, and results of all teets on 
statistical cards. 


PURPOSE 
To maintain complete esrd fille according to counties of each herd 
being operated under Individual Plan of testing. 


ACTIVITY PERFORMED NO, 16 

Issue naw certificates, Renewal certificates, Re-instate certificates 
and Transfer certificates, and write letters to accompany same, sending 
copies of all correspondence to the District Agents, 


PURPOSE | 
To furnish the owner of the herd, and notify District Agent regarding 
the certificstion of the herd. 


ACTIVITY PERFORMED NO. 17 
Mark folder end statistical card regarding certification of the herd. 


PURPOSE 
To mark each folder end card sc as to reveal status of herd, and to 
summarize any county when Information is requested. 


* 


ACTIVITY PERFORMED NO. 18 
_ ist numerically, all certificates issued, giving date issued, name 
and address of herd owner, and total and breed of cattle. 


PURPOSE . ; 


For reference when correspondence or test charte refer to herds by 
certificate nunbar only. 
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ACTIVITY PERFORMED NO. 19 
Issue monthly statement showing number of certificates issued, re- 
newed, transferred or re-instated. 


PURPOSE 
For. incorporation in monthly report, 


ACTIVITY PERFORMED 4O. 20 
Advise owner by [etter when certifiertes have been suspended, can- 
celled, of become vold, furnishing District Agent with copy. 


To inform owner and Agent of preasnt status of herd, 


ACTIVITY PERFORMED NO, 21 
Mark statistical card and folder when certificates ara no longer 
valid. 


PURPOSE 
Yo mainteln up-to-date record of all certified herds in State. 


ACTIVITY PERFORMED NO, 22 
Calendar correspondence for reply and remove calendar dates no Longer 
necessary. 





PURPOSE 


drawing them unnecess ari ly. 


ACTIVITY PERFORMED HO, 23 
Calendar ¢s8% charts for requirsd test in the future and remove cal- 
ender dates that have served their purpose. 


PURPOSE 
To remove racords from file for authorization of next retest. 


ACTIVITY PERFORMED NO. 24 

Handle correspondence by dictation and transcription of notes, ner- 
taining to retests of animala which are not members of herds under supervision, 
or tests conducted without proper authorization. 
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PURPOSE 
Se See . > 
To request owner and veterinarian to diacontinue practice in future. 


ACTIVITY PERFORMED NO, 25 


; Type envelopes, separate conies of correspondsnce and test charte 
from four (4) divisions for District Agents. 


PURPOSE 


To mail copies to each sgent under ene cover for the conservation of 
envelopes and postage. 


ACTIVITY PERFORMED NO, 26 

Separate records, extract test charts when herds are separated into 
more than on unit, end trensfer all information pertaining to the certificats. 
Combine records: when two or mors herds have been incorporated, 


PURPOSE 
To Meintain records tozether perteining to one herd, 


ACTIVITY PERFORMED NO, 27 
Check area tests conducted on herds previously tested under Individual 





Plan. 


PURPOSE 


To determina if herd should remain on Individual Plan or be transferred 
to Area Plan. 


ACTIVITY PERFORMED NO, 28 
Transfer records oy herds from Area to Individual Plan, or vice versa, 
end maintain recerd of each transfer, 


PURPOSE 


To change records and maintain files accordingly, and maintain up—to- 
date record of number of heris under each plan. 


ACTIVITY PERFORMED NO, 29 
Toke daily statistics of all tests, excent vaccinated animals and in- 
fected herds subject te indsunity. 
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PURPOSE 
To compile monthiy report of tests conducted and reclassify herds 
as status chansee, 


ACTIVITY PERFORMED NC, 32 
Suspeat agreements and cancel certificates and handle necessary 
correspondence, 


PURPOSE 
To maintain record of nwabsr of herds under supervision. 


ACTIVITY PERFORMED 0. 31 


Copy letters for Diviaton of Tabsrculosie,and copy special articles for 
for distribution, 


PURPOSE 
To inform persons concerned. 


ACTIVITY PERFORMED NO. 32 
. ' Yepare monthly repors showing number of animals tested, and results 
according to classification of herd, 


PURPOSE 
To heve figures available for incorporation in final report, 


ACTIVITY PERFORMED NO, 23 
Summarize county cards and issue report showing number of herde and 
cattle, and amount of infection, 


PURPOSE 
fo arrive at percentage of infected herds and cattle in area. 


ACTIVITY PERFORMED NO, 34 
Formulate and type letters te accomany positive teete of cattle 
owned by State institutions, furnishing District Agents with cony of each, 





PURPOSE 


To notify owner, veterinarian and agent regarding results of test, 
give instructions for quarantining of positive animale,and arrenging for 
disposal and cleaning, and disinfecting of premises, 
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PERIORMED NO, 35 


Prepare mamoranda to Agents to ascompany positive testes covering 
horses and swine, 





PURPOSE 
To report results of teat and arrangs for quarantining of reacting 
animals, 


ACTIVITY PREFORMED NO. 36 


Calendar all ceases referred to avove, 


PURPOSE 
To follow us cases if quarantines have nob bsen received, 


REFERENCE 
(0) 


PERSONNEL 
(F) . 8 


BANG DISEASE TST sUTHORI ZapION 
ACTIVITY PERFORMED NO, 1 





Issue authorizations for Bang Disease teeta of cattle and goats classi- 


fied under Area Plan and Inc4vidual Pian. 


positive, must be disposed of under official supervision, and owner 


receives State and Federal indemnity. 


INDIVIDU: VLANs Signed agresenent between owner and Department pro- 


vides for tasts te bo made et owners? expense, 


PURPOSE 


To grant permigsion to cwers to heva test made, and to veterinarian to 
collect and submit bieca samples to State Department of Agriculture laboratory 
for analyese, as all complete herd tests in Pennsylvania must be authorized. 


REVERENCE 

(S$) “Act 441 of July 22, 1913, P. L. 928 as amended. 
Act 132 of April 27, 1909, P. L, 189. 
Act 117 of March 28, 1929, 
Act 235 of April 17, 1923 as amended, 
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ACTIVITY PERFORMED KO 
Supervise and d 
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PURPOS: 
To prevent srrore ant azpatisa Lssuance of authorizations, 


ACTIVITY PERFORMED hO. 3 . 
Handle corresyondenes vy dictation, tranecription of notes, routine 
typing,and clerical work. 


PURPOSE 
To render prompt service to cattle and herd owners. 


ACTIVITY PERFORMED NO, 4 
Issue auth horigations fork 





Initial Tests: List Bang Disease agreement of owners applying 
for initial test of cattle and goate. 


PURPOSE 


To maintain continucus registry of epplicants for test and iis 
status ° 


ACTIVITY PEEVORMED NO, 5 
Toasts for i Registry list. 


PURPOSE 
To authoriza tests of 100 owners when Federal Funds are available, 
whose 2am8s ere taken in sequenss from list of owners awaiting initial test 


to be made according to State schedule, and ontitlsd to indemnity for revealed 
positive animals paid by matche a State and Federal funds. 


ACTIVITY PERFORMED NO, 6 
Test uncer Weiver of Indemnity. 





PURPOSE 


For ownera deciring immediate test and agree to suffer any and all 
loss of positive animale on initial test. 


ACTIVITY PERFORMED NO. 7 
Tests under Service Letter No. 195 (Owner moving). 





PURPOSE 
For owners who move from an untested area to Bang Disease quarantined 
area. 
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ACTIVITY PERFORMED NO, 6 
feats under Service Letter Ne. 200, 


PURPOSE 

For owners who assemble herd of animals previously tested, terete 
applied after proper tdentifiecrtion of enimeals, end previous ownership has 
been established, 


ACTIVITY PERFORMED NO, 9 
Infected Hard Reteat. 


PURPOSE 
Infected animals must be disposed a: 
and promisee cleaned and disinfected hefor 


nder State-Fedoeral supervision, | 
$6st can be authorized. 


ts 


ACTIVITY PERVORMED NO, 10. 
90 + Day Retest 


PUEPOSS 

Ninety (90) days after lufection 1 
determine present status of previous nega 
infection. 


8 revealed, herd is again tested to 
tive animals due to their exposure to 


ACTIVITY PERT FORMED NO, 21 
Sin e “Month the Retest 


PURPOSE 
ey schedule herd for S&montha re3ses if negative animals exist in 
herd after initial test, 


ACTIVITY PERFORMED KO, 12 
Annual Retest 


‘PUREOSE 
To make routine tost of negative herds which ig required. 


ACTIVITY PERFORMED NO, 13 
Reeauthorizgations 
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PURPOSE . . 
To authoriz9 taste when neceesary, due to change in veterinarian or 
ownership, etc... 


ACTIVITY PERFORMED NO, 14 
Special Requeet Test 


PURPOSE 
For owners whe raquess toste at intervals other than regularly 
scheduled, under Area Plan or Individual Plan, ; 


. ACTIVITY PERFORMED NO, 15 
Prepare requisitions for test tubsa and type labels for mailing to 
veterinarians, 


PURPOSE 
~~ Be furnish recepta elo for coliscting and sutmitsing blood samples to 
department laboratory. 


acre PERPORMED NO. 16 
Forward - forms 40 veterinarians 
ALIn34-D — Bang Disease Agreenents 
AAI-lla - Identification of Animals 
Waivers of Indemnity, etec.. 


PURPOSE 


Bor cenveniencs of owners, and te expedite authorizations for test 
when veterinarisn makes routine calls, 


ACTIVITY PERFORMED NO, 17 


Maintain daily report of ell authorizations issued, segregated accord- 
ing to classification, 


PURPOSE 
fo have available at all times, pertinent information, and for use in 
compiling monthly reports, _- 


ACTIVITY PERFORMED NO, 18 
Igsue cancellations 


PURPOSE 


To cancel agreement after follow-up is conducted, if test has not been 
made before expiration dats of euthorizetion, 
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ACTIVITY PERFORMED WO. 19 
Check owners! foldera to determine if subsequent scheduled tests are 
in order. 


PURPOSE 
~~ hg eliminate nesdless work and confusion if test ia not to be made 
aue to sale of animals, deceased veterinarian, or owners, etc.. 


ACTIVITY PERFORMED NO. 20 
Check with Taberculesis Bredication Division, and arrange to have 
7. B, and Bang Diesass testa conducted at same tine. 


PURPOSE 
To eliminate necessity of separates teats, and to eliminate needless 
time and sxpenee. 


ACTIVITY PERFORMED HO, 21. 
Prepare and submit monthly report. 


PURFOSE 

fo farnish nucher of agreonsnts Saabs oaha ti ) received (cattle and 
goats), authorizations according to classification and cancellations for 
current month, carrying the asrprogate me tal im sach instance from the incep- 
tion of Bang Disease testing by the Bureau to date, thus furnishing number of 
herds and cattle avsitiag initisl test. 


ACTIVITY PERFORMBD NO, 22 
Prepare and eubnit.monthiy report. 


PURPOSE 


Bg furnish infermation and number of authorizations issued for current 
month, indicating number of herds and animals under classifications: Certified, 
Uncertified, Infected and Asssmboled herds for the issuance of certificates to 
qualifying herds, 


‘REFERENCE 
(0) 


PERSONNEL 
7) = 4 
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FIELD 
ACTIVITY PERFORMED HO, 1 
Brand, quarantine and appraise cattle positive to Bang Disease testa. 


PURPOSE 
To slaughter condemmed cattle to prevent spread of disease, 


ACTIVITY PERFORMED NO. 2 
Quarantins infected herds of cattle and other animals infected with, 
or exposed to transmissible dlssases. 


PURPOSE 
For the protection of other Livestock and ths public. 


ACTIVITY PERFORMED KO, 3 
Conduct invsstigatious of suspected violations,and report to Harrisburg 
office. 


PURPOSE 
& To determine 1f laws and segulations have been violated, and if so, +o 
- what extent. 


ACTIVITY PERFORMED HO, 4 - 4 
Collect blood samples from:cattle and send to Bureau of Animal Industry. 


PURPOSE 
fo be tested for Bang Disease, 


REFRERENCK 
(3) Act #441 of July 22, 1913, P. L. 928 a6 amended, 
Act #2365 of April 17, 1929 as amended, 


PERSONNEL 
(¥) = 2 


CALEHOOD VACCINATION AND MISCELLANTOUS AND POULTRY DISEASE 
ACTIVITY PENFORMED NO, 1 

Issue to poultry ownere, Fowl Pox permits to purchase and use Fowl 
Pox Vaccine after signed application is received, 





PURPOSE 
To enable laymen to purchase vaccine, and use same in poultry flock. 
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ACTIVITY PERVORNED NO, 2 

Send copies of laboratory renorte to owners and veterinarians on sera 
tested for for Pullorum dissase, end all other examinations made of fowls at 
Bureau laboratory. 


P OSE 
To notify cumers and veterinarians of rasults of sera sent in for Puli- 
orum Disease test, and of specimens sent to laboratory. 


ACTIVITY PERFORMED NO, 5 
Check with office copy of report on legbande sent in dy flock owners 
of chickens reported ag rsactors to Pullerun teat, 


PURPOSE ; . 
To sae that all ceactore are rameved from flocks operating under State 
Binervision, 


ACTIVITY PERFORMED NO, 4 
Maintela statistical record cards in individual owners name showing 
results of Pulloram Discese t« 


se tests, and also cards of Fowl Pox vaecination. 


PURPOSE 

For reference as te number of chickens tested for owner, and number 
of reactore, and fox record of wernit nucher issued for Fowl Pox vaccination, 
end number of chickens Taccinated, 


ACTIVITY PERFORMED NO, 5 
Check feeder bull Bang Diseases reports, and write District Agent's 
neme on copy of report sant to his offies, 


PURPOSE 
To notify district agent of results of tost conducted at stock yards, 





ACTIVITY PERFORMED NO, 6. 


Maintain record of all feeder bulls vested for Bang Disease for current 
Roy th. 


PURPOSE 
For uee in compiling monthly report. 
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ACTIVITY PERFORMED WO. 7 

Handle corraspondence pertaining to the return of Fowl Pox applications 
not properly wltnessed; requeetting completed agrssments from owners to nlace 
flocks under supervision for Pullorum Dieeasss requesting pwners to send in 
legbands of birde reported positive to Pullorum Disease test; dictation and 
transcription of notar on technical information pertaining to poultry and 
Pullorum Disease. . 


PURPOSE 
To obtain necessary information and material, and furnish information 
to the public. 


ACTIVITY PERVORMED NO, 8 
Compile and type monthly and annual reports. 


PURPOSE 
To furnish information to Administrative office relative to activities 
of the Bureau. 


ACTIVITY PERFORHED NO, 9 
Send telegrams to vaterinarians when positive cases of Rabies are re- 
ported from Suxesu laboratory. . 


PURPOSE 
To advise nersons bitten by rabid dogs to consult phyeician immediately. 
with referencs to Pasteur treatment. : 


ACTIVITY PERFORMED NO. 10 


. Write letters, enclosing laboratory report to veterinarians, owners, 
end district agents on all positive ceases of Rabias. 


PURPOSE 
. To advise persons bitten or exposed, to conault physiclan regarding 
treatment, and that the case may be investigated as soon as possible. 


ACTIVITY PERFORMED NO, 12 

Maintain daily record of a11 Rabies examinations conducted at labor— 
atory; also clinical casss of Rabiss reported, and cases from other Penn- 
sylvania laboratorises or hospitals. 





PURPOSE 
For the maintenance of statistics showing prevalence of Rabies. 
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ACTIVITY PENVORMED NO. 2 

“Maintain record of nanhber of persons ditten or exposed to rabid dogs, 
number of dogez and Livestock pitten or exnosed, nunber of animals kilied or 
quarantined, as furnished on investigation reports of positive Rabies cases 
by district agents and dog law investigators. 


PURPOSE 
For data for monthly and annual reports. 


ACTIVITY PERFORMED NO, 13 
Prepare and types weekly Rebias report. 


PURPOSE 


To indicate where new outbreaks have occurred, if any, and number of 





Cases. 


ACTIVITY PERFORMED NO, 14. 
Maintain record of local raties quarantines posted and enforced by 
municipalities, boroughs and townships. 


PURPOSE 
Yor reference when approving degs for inter-state shipment,and reference 
for publicity purposes. . 


ACTIVITY PERFORMED NO, 15 
Send laboratory reports to veterinarians and owners, showing resulta 
of examination on miscelicnsous specimens submitted from domestic animals, 


PURPOSE 


Oe hs furnieh necessary information so that prpper treatment may be ad-— 
ministered, and if necescary, to have animals quarantined. 


ACTIVITY PERFORMED NO, 16 

Advise district agent by mono randum, to Investigate and quarantine 
premises where tre wunsnissible, contagious, and infectious diseases of domestic 
animals are diagnosed. 


PURPOSE 
To prevent the spread of disease. 
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ACTIVITY PERFORMED NO, 17 
Maintain individual owners’ 

Blackles, Hemorrhagic Senticamia, Scabies, Hog Cholera, Swine Erysipelas, 

Johne's disease, and Mastitis. 


PURPOSE 
Yor future reference and statistical purposes. 


REFERENCE 
(0) 


ACTIVITY PERFORMED NO, 18 
Teasue and epprcoys health carsificates for inter-state shipment of all 
domsetic animals other than catéle, 


PURPOSE 
Zo comply with inter-state regulations of the etate of destination. 


REVERENCE | 
(S) Act #441 of duly 22, 1918, P. L. 928 as amended. 


ACTIVITY PERFORMED NO, 19 

Check inter-state health certificates on all domestic animals entering 
Pennsylvania, other than cattle; if shipped in violation of ovr regulatione, 
write to district szent to quarantine. 


PURPOSE 

To determine i? health status complies with our inter-state require- 
ments, 
REFERENCE 


(S) Act #441 of July 22, 1913, P. L. 928 as amended, 


ACTIVITY PERFORMED NO, 20 

Write to district agents, enclosing purchase request forms for their 
epproval as required by the Department of Welfare, wovering purchase of live- 
stock and poultry by State institutions. 


PURPOSE 
fo assure all parties concarned, that the animals or chickens for con- 
templated purchase are healthy. 
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ACTIVITY PERFORMED NO, 22 
Write letters in reply to requests for information, literature end 
bulletins on raising, bresding, and care of livestock and animal diseases. 


PURPOSE 
To assist farmers and interested persons in procuring desired in- 
formation. 


ACTIVITY PERFORMED NO, 22 
Maintain record of all vacclraticns of awine for hog cholera,as to 
number of swine vaccinated, and numbar of premises, 


PURPOSE 
For statistical reference for monthly end annual reports. 


ACTIVITY PERFORMED NO, 23 


Maintain record of anounte of hog cholera serum and virue, serial 
numbers and date sold to veterinarians by approved biological firms, and 
amounts reported used by veverinariane. 


PURPOSE 


Ry check amount of serum and virus reported used by veterinarian in 
vaccination of swine, with ancunt purchased, 


ACTIVITY PERFORMED NO, 22 
Write letters snclosing hog cholera agreements to all owners whose 
swine have been given serum-virus treatment. 


PURPOSE 


Bg inetruct owner regarding sanitary msasures and precautions to be 
taken when swine have besa douvla treated for hog cholera, 


ACTIVITY PERFORMED NO, 25 


Maintain card record of each individual owner whose swine have been 
vaccinated or quarantined for hog cholara, 


PURPOSE 
To maintain summary of casos of hog cholera and vaccinations. 


REFERENCE 
(0) 
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ACTIVITY PERFORMED NO, 26 


Check official ea rtificates of Registry and certificates of Transfer 
for stallions and jacks as tc description, pedigree, and ownership. 


PURPOSE 
To determine eligibility for license. 


ACTIVITY PERFORMED NO. 237 
Check and approve applications for atallion licenses; if not eligible 
for license in a write Letter to owner. 


PURPOSE 
To determine aoundness of stallion, correct ownership, and kind of 
license to be issne@ secording to stallion's qualifications. 


ae 


ACTIVITY PERFORMED NO, 33 
Iesue licensas for anprovad, registered stallions and jacks to stand 
for public service in Pennsylvania. 





PURPOSE 


rae ale proncte horsg breeding interests, and to prohibit unregistered and 
unsound stallions and jacke stending for public service in Pennsylvania. 


REFERENCE 
(S) Act of June 3, 1911, FP. b. 633 as amended, 


ACTIVITY PERFORMED NO, 29 
Maintein caré file contelning eaclt year's licensee number and date issued, 
eg vwll as all licenss information by individual owners’ names. 


PURPOSE 


fo furnish complete record of each individual stallion and jack licensed 
in Penneylvania. 


ACTIVITY PERFORMED NO. 3O 

Malatein daily secord of class and number of stallion licenses issued. 
PURPCSE 

To maintain monthly end annuel summary of number of stallions licensed. 


ACTIVITY PERFORMED NO, Gl 
Take dictation and transcribe notes on correspondence nertaining to 
miscellancous diseases requiring attention of Chief of the Division. 
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PURPOSE 


To assist in the control cf miscellaneous dissaseas, 


ACTIVITY PERFORMED NO. 32 
Ageemble data from deily records, and type monthly report on Rabies, 
Hog Cholera, miscollancous diseanes, and etallion licenses issued, 


PURPOSE 
To inform Administrative Office as to prevalsnce of miscellaneous 
S ations, vaccinations, etc. accomplished in 
the control of eame. 


REFERENCE 
(0) 


ACTIVITY PERFORIED NO, 32 

Issue to veterinarians permits to purchase Brucella abortus vaccine, 
and authorizations to yvaccinata animalain herds after owners have conmmlsted 
@ vaccination agresnent, Plans "A", "BY, and "6", 


PURPOSE 


To control the sale and use of Brucslla abortus vaccine, 


REFURENCE . : 
(S) Act 132 of April 27, 1909, P. L. 189, 


ACTIVITY PERFORMED NO, 24 
Send Forms AAI-119 to veterinerians to report vaccination. 


PURFOSS 
To have uniform method of reporting vaccination. 


ACTIVITY PERFORMED NO. 35 
List permits in numerical order in notebook, 


URPOSE 
To maintain record of number of permits issued, 


ACTIVITY PERFORMED NO, 36 

Type on Forme AAI-120 from veterinarians' vaccination reports Forn 
AAI-119, full identification of each animal vaccinated, including tag, 
tattoo, or registration nwaber, as well as name, age, and sex, 
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PURPOSE 
To maintain continous recerd for future reference, 


ACTIVITY PERFORMED NO. 37 | 
fype or write district agent's name on copy of vaccination report 
to be sent to agent's office, 


PURPOSE 
To keep district agent informed concerning nerds located in district. 


ACTIVITY PERFORMED NO, 38 
Maingain, recerd of numb of herds and mumber of calves vaccinated 
under Plans "a", "BY, ana *C*, 


PURPOSE 
‘For monthly report data. 


ACTIVITY PERFORMED NO, 29 

Type new vaccination statistical card fer each herd 4n which owner 
hes adopted calfheed vaccination and insert thereon, data of vaccination and 
number of calves vaccinated; also plan adopted. 


PURFOSE - 
- To make 1% poesible to record separately, the results of Bang dissase 
tests of unvaccinated and vaccinated animels, 


ACVIVITY PERFORMED NO. 40 

Type envelopes to herd owners and veterinarians, enclosing copies of 
laboratory reports of Bang disease testes Smeeted on herds practicing calf- 
hood vaccination; type or write district agent'a name on copy of report to be 
sent to agent's office, 


PURPOSE 


To inform owner, veterinarian and district agent of Bang disease status 
of herds and individual animals obtained from results of tests. 


ACTIVITY PERFORMED NO, 41 


Check vaccinated animals with previous tests,and tyne results of tests 
on Form AAI-120, 


PURPOSE 
To summarize results of tests conducted on vaccinated animals. 
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ACTIVITY PERFOSMED NO, 42 
Calendar reports for future retestese of vaccinated animals. 


PURPOSE 
T>. determines vsturca of vaccinated animals to negative status before 
being bred. 


ACTIVITY PERFCRMED NO, 43 
Type or write results of tests on. individual herd owner's statistical 
card, 


PURPOSE 
To naintala & Sunmary of teats conducted. 


ACTIVITY PERVYORMED NO, 44 

Maintain reeord of number of vaccinated animale tested,and number 
showlng positive, highly suspicious, slightly suapicilous, negative, broken 
and henolyzed. 


PURPOSE 
For monthly report deta. 


ACTIVITY PERPORMED NO, 45 
Handle correspondence, including dictation, transcription of moves 
composing and dictating, covering following subjects; 


Information coaserning calf nood vaceination and necessary agreements 
to be signeds 

Agreaments not geass! signed; 

Identification of Traccinated animale on either vaccination reports, 
Form AAlelLlas: 

Dienposal of vaccinated animals positive to test eighteen montha after 
vaccinations : 

Instructions te district agent to quarantine positive animala in 
herda under Plan "3B", 


URPOSE. 
To aseist in calfhnood vaccination program, 


’ . ‘ 


ACTIVITY PERVORMED NO, 46 
Check quarantines, peralts and post mortem reports of positive, un- 
vaccinated animels in herds under Plan "BM", 


FURPOSE 


fo detaxrmine yrever baudiing of pegitive, unvaccinatad eninate. 


aah Pod 








Te 
ry 


é 
. " - 1) ) 
elk 
* 
' 
- » - . 7 
i . 








. 
. 
s 
“ 
a , 
i . 
be g JF} 
7 She 
- ‘i enkasay 
" i . Tes 23 ent. 
\ 
 » rue 
t Pe od f 
4 y a 
Oo Row yin héoeap ae 


va saBIS errad ad tl iome hows © ” 


pet hLUenael snereoet ee eee 





uit wake pi 





ACTIVITY PERFORMED KO, 4 7 
“Prepare and typs monthly repors of calfhood vaccination. 
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PURPOSE 
To give an account of calfheood vaccination activities. 





ACTIVITY PERFORMED NO, 48 
Assemble data from reports of Bang disease, calfhood vaccination and 
miscellansous diseases, including Stallion onrollment and type monthly report. 


PURPOSE 
To give a brisf account of all activities of division. 


REFERENCE 
(G) 


PERSONNEL 
: <P) - 6 


FILE 
ACTIVITY PERFORMED NO, 1 
Maintain files for Miscellaneous Disease Division of Bureau, 


PURPOSE 


For maintenance ef correspondence, forme, stc. sertaining to Division. 


ACTIVITY PERFORMED NO, 2 


Stamp and distribute mail, tost charts, claim papers and agreementa, 
and other recorda, 


PURPOSE 


By record date received and for prover distribution to employees for 
attachment to folders for further atisntion by various employaes. 


ACTIVITY PERFORMED NO, S 


Transfer Bigepaaclt patos from goneral file correspondence, individual 
and area folders to 5 x 3 index cards which are filed chronologically. 


“PURPOSE . 

Toe pull folders eas dates becoms due for distribution to various persons 
for whom they are calendared, sa thet correspondence, claims, etc. may be 
properly followed up, claims placed for payment, herd retests authorized, or 
for any attention that may be indicated. 
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ACTIVITY PERFORMED NO, 
~ Rees shares a foldera 


PURPOSE 
To indicats that folder has teen referred to =. attention of another 
employes, when completed by one amployee, bsfore returning %0 file, thus 


indicating present possession, 


opryrer. PERFORMED NG. & 
File folders siphobetically by counties and herd owners! names. 


PURPOSE 
~~ Bg prompt .y¥ Locate records, correspondence and reports when needed. 


ACTIVITY PERYORMED NO. 6 
Type tabs Zor folders showing hord owners name, address, county and 
tewnship. 


PURPOSE 


fo facilitate filing and locating recorda. 


REFERENCE 
(0) 


PERSONNEL 
(F) - 19 


HEALTH CuRrTIFICATE 
ACTIVITY PERFORMED NO, 2 
ITasue inter-stete end intre-3tate health charts. 


PURPOSE 
By verify eligibility of animals for movement. 


ACTIVITY PERFORMED NO, 2 
Cheek and send out tset, check and clear status of animals for sales, 
interstate and intra-state shipments. - 


PURPOSE 
By make animals éligivle for salas or shipment, 
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REFERENCE 
| i$)  Aet 441 of July 22, 1913, P. L, 928 as anenied. 
Act 127 of March 28, 1929, 
dct 236 of April 17, 1929 as amended, 


ACTIVITY PEFFORMED WO, 3 
Liet ell dater-stets health charts coming into Pennsylvania. 


PURPOSE 
To maintain complete record cf all cattls entering Pennsylvania. 


ACTIVITY PERFORMED WO, 4 
Take dictation, dictate and originate letters regarding tnter-state 
and intra-etate movemant of cattle, 


PURPOSE 
~ ig keep all correspondence up-to-date, and to avoid unnecessary dictati 
on routine correspondence, ‘ 


ACTIVITY PERFORMED NO, 5 
Contact Laboratery, Dietrict Agents, veterinarians and owners by 
telephone, alao State Veterinarians in other states. 


PURPOSE 
fo avoid delay rogarding toate in securing information in ie to 
telegrams, telephone calls, stc., 


ACTIVITY PERVORMED NO, 6 
Send telsgrens 


PURPOSE 
fo hseeten shipments and results ef miscellansous teste. 


ACTIVITY PERFORMED NO, 7 


Check with Tuberculosis Eradication Division regarding sales, ship— 
mente, releases on shipments, ®t6.. 
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PURPOSE 


To avoid duplication in work of Bang Dissass Division and Tubercu- 
losis Eradication Division, 


ACTIVITY PERFORMED NO, 8 
List all tests from dealsra for inter-state shipments, 
PURPOSE 


To maintain complete record of all animals shipped out of Pennsylvania 
by dealera, ; 


REFERENCE 
(0) 
PERSONNEL 


(F) - 2 
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DE PAR LIME yy r OF F AG AGIAL | CULT TRE 


/ LABORATORY 


ACTIVITY PERFORMED WO, 1 
To dirsct, eupervies and instruct 
Laboratory. 


personnel aasigned to Diagnostic 


z 


To coordinates work for a cis ecoremic and prompt handling, 


(S) Act 441 of July 22, 1913, P. L. 928 as amonded. 


seam PERFORMED HO, Z 


Receivs and recera blecd sera and other specimens from animals and 
pouleey submitted by State, Pederal veterinarians and veterinary practitioners. 
PURPOSE 

~ € maintain accurate record of SLL specimens received for ready reference. 
REFERENCE 
(0) 


ACTIVITY PERFORMED NO, 3 


Ezaning vlood sera and othor specimens from animale and poultry. 


PURPOSE 
To dotermine existence of trananissible dieeasss and parasites, 


REFERENCE 
(8S) Act 441 of July 22, 1913, P, L, 928 as amended, 


ACTIVITY PERFORMED MO, 4 
Submit diegnostic reports to State veterinarians, Bureau agente, 
veterinary practitioners ani owners, 


PURPOSE 
fo enable personnel, cyners and veterinarians to take proper steps to 
control and eradicate transmiasible cisoases of animals and poultry. 
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TT iGeiet aenell ae: materisls, Smut, end arrange for repaire to 
equipment and buildings through Harrisburg office, 


PURPOSE 


~~ ®9 obtain necessary operating appli 66 end maintain So and 
property in proper repair. 


ACTIVITY PERFORMED NO, 6 
Review and approve bills, 


PURPOSE 
To determine accuracy and place in Line for payment, 


REFERENCE 
(0) 


PERSONNEL 
(F) = %4 
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LOG LAW ENFORCEMENT 


ACTIVITY PERFORMED NO, 1 4 
Supsrvisa, assist, end fagtruct 1a the enforcement of. the Pennsylvania 
Deg Law, 


PURPOSE . . 
To coordinates the vork for effisient, prompt, and economic handling. 


ACTIVITY PERFORMED NO, 2 
. Check for unliconsed dogs. 


PURPOSE 


To elininate stray and uncontrolled degs fer the protection of the 
poultry and livestcok raisers, and ts aid in the control of Rabies. 


REFERENCE 
(S) Aot of May 11, 1921, P. L. 623 as amended, 


PERSONNEL | 
(¥) ~ 36 


ACTIVITY PERFORMED HO, 1 
Formlate plans, policies and procedures in the administration of the 


Pennsylvania Dog Law. 


PURPCSS 
on efficient ond esenomic handling of the work. 


REFERENCE 
(S) Act of May 11, 1921, P. L. 522 as amended, 


ACTIVITY PERFORMED NC, 2 
4nawsrT all correspondences 





“PURPOSE 
To assist ang inzimnes whe Ticid seants as well as general public. 
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ACTIVITY PERFORMED HO, 3 
Maintala acsurats file ef all corres Janes, 


PURPOSE 
For futura reference, should the oocasion demand, 


ACTIVITY PERFORMED NO, 4 
Requisition all approved Indeanity end Dog Killing claims, and prepare 
list for Comptroller. 


PURPOSE 

fo compensate poultry and livestock raisers for damages caused by dogs, 
and police officers for the killing anfi proper disposal of stray and unlicensed 
dage. 


ACTIVITY PERFORMED No, 5 
Check and maintain accurate record of all prosecutions. 


PURPOSE 
a . coonerate with the Department of Revenues in reporting fines. 


ACTIVITY PERFORMED NO, 6 
Maintain Indemnity Ledger; also Dog Killing Ledger of all claims. 


PURPOSE 
~~"""fe maintain accurate record roadily available for office and aeneses 
mental reference, 


- ‘REFERENCE 
(o) 


PERSONNEL 
(fF) = 5 


ACTIVITY PERFORMED WO, 1 
Assist and instrvust field agents. 


PURPOSE 
Yor prompt and efficient handling of the work. 
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ACTIVITY PERFORMED NO, 2 
Make re-4 re-investigations of spacial cages. 


To complete cases wheres special attention is required. 


ACTIVITY PERFORMED NO, 3 
Make day and nicht Berrie with field agents. 


PURPOSE 
For the slimination of stray and wicontrolled dogs. 


ACTIVITY PERFORMED WO. 4 
Make epectal investigations of illegal dog killings, poisoning and 


larceny of dogs. 


PURPOSE 
~ @R protact the properly licensed and tagged dog. 


ACTIVITY PERFORMED WO. 6 
Make confidential reports to Division Chief, 


EUREOSE 
. Zo check up on*fLeld personnel as to thelr conduct and the manner in 
which ‘dutins are performed. 


ACTIVITY PERFORMED NO, 6 
Prepare weskly field reports; answer all correspondence. 


PURPOSE 
~~ cooperats vith Division office as to manner in which work ia per- 
formed. 


REFERENCE 
(0) 


PERSONNEL 
F) - 2 
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ACTIVITY PERFORMED WO. 1 
Investigate complaints regarding damago to livestock and poultry by 
dogs. ; 


PURPOSE 
To assist livestock and poultry rateers in recovery of damage. 


ACTIVITY PERFOWMED NO, 2 
Check on licensing of dogs, 


PURPOSE 
RG provide means fur eager Livestock and poultry raisers for 
demavs caused by dogs. 


REFERENCE 
(S) Act of May 11, 1921, P. b. 522 as amanded, 


ACTIVITY PERFORMED NO, 3 
Post Rabise quarantin® in arcas where outbreaks occur. 


PURPOSE 
For the prevention, control, and elimination of Rabies for the pro- 
tection of human health, 


REFERENCE 
(S) Act 236 of April 17, 1929, 


ACTIVITY PERFORMER NO, 4 
Make day and night patrols, 


PURPOSE 
Por the elimination of etray and uncontrolled doga. 


ACTIVITY PERFORMED HO, 5 
Asaiet and confer with polics cfficers, 


PURPOSE 
To cooperste in the ocnforcement of the Dog Law, 


(Si Act of May 11, 1921, P. Lb. 522 as amended, 
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ACTIVITY PERFORHED NO, 6 
. Prepare Weekly Field Reporta: alee answer all correspondence, 


PURPOSE 
To coopsrate vith Division so that work is performed efficientiy 
and economically. 


REFERENCE 
(0) 





ACTIVITY PERFORMED BC, 7 
Appraise animals ard poultry killed by dogs. 


ACTIVITY PERFORMED NO, 8 
 -‘Determine auount of damage caused when livestock and poultry have 
peen injured by dogs. 


ACTIVITY PERFORMED Ho, ¢ 
Prepare and haves claina signed by owners who heave euffered loss by 
the killing and injuring of livestock and poultry by dogs. 


- PURPOSE 
fo re-imburse owners of livastock and poultry for losses. 


ACTIVITY PERFORMED NO, 10 . 
fppraise dogs illegally killed; prepare and have claims signed by 
owners of dogs. 





PURPOSE 

To re-imbures ownera of dogs which are illegally killed. 
REFERENCE 

(S) Act of May 11, 1921, P, lL. 522 as amended, 
PERSONNE 

(F) - 29 
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DEPARTMENT OF AGRICULTURE 
BUREAU OF ANIMAL INDUSTRY 
MEAG HYGIENE 


ADMINISTRATIVE 


ACTIVITY PERFORMED HO, 1 


Supervise, assist, and tnetract Meat Hygiene and Legal Investigation 
Division personnel, 





PURPOSE j 
To coordinate work for efficient, prompt, and economic handling. 


ACTIVITY PERFORMED NO, 2 - 

Conduct apecial legal tavestigations and special prosecutions, assembles 
evidence, prepare briefs and fafermation 1a prosecutions, and in answer to p 
plaintiffs’ bills of complaint in injunction, and equity cases and testify in 
courts a6 expert witness, 


PURPOSE 
To bring law violators te justice and protect public interests. 


ACTIVITY PERFORMED NO, 3 
Supervise general livesteck quarantines, 





PURPOSE 


Yo prevent and control spread of transmissible diseases of animals 
and poultry, 


REFERENCE ; 
(S) Act 255, May 28, 1915, P. L. 587 as amended, 
Act 225 of Jume 22, 1931 as amended. 
Act 441 of duly 22, 1913, P. 1, 928 as amended, 
Act 117 of March 28, 1929, P. L. 110, 
Act 236 of April 17, 1929, P. Lb. 533 as amended, 


ACTIVITY PERFORMED NO, 4 
Furnish plans, drawings and advice to “putohers and institutions re- 
garding building, arranging, and equipping slaughter houses, 
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PURPOSE . 
fo have slaughtering estat 
preparation of wholescna nes ats a meat products for human consumption, 


_ ACTIVITY PERFORMED NO, 5 
Answer corresvondence and personal inquiries of a technical nature 
pertaining to livesteck laws and regulations, 





PURPOSE 
To properly inform the public. 


REFERENCE 
(0) 


ACTIVITY PERFORMED WO, 6 
Annales the issuing of Liveatccok Deslers and Brokers Licenses. 





PURPOSE 
fo regulate the sale of Livestock. 


REFERENCE 
(S) Act 255, May 28, 1915, P. L, 587 ae amended, 
Act 225 of June 22, 1931 as amended, 
Act 441 of July 22, 1913, P. h, 928 £8 auended, 
Act 117 ef March 28, 1929, Po, 1102 
Act 236 of fnril 17, 1929, FP. &. 533 as amended, 


ACTIVITY PERFORMED NO, 7 
_ Supervise the inspection of livestock and community sales, 


PURPOSE 
eee determine 17 heelth and sanitary requirements are being complied 
with. 


REFERENCE 

ae 18) Regulation No. 540, 
LERSONNEL 

(F) =. 9 - 
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ACTIVITY PERFORMED NO, 1 
Superviso, azsicst and instruct office perscnnel, 


PURPOSE 
iy coordinsts the work for efficient, prompt, and economic handling. 


ACTIVITY PERFORMED NO, 2 
Prepare and mall Defsct and Closing orders to insanitary eatabdlishnents. 


PURPOSE 
To prevent unvholesome mest being sold for public consumption. 


ACTIVITY PERFORMED WO, 3 
Maintain recor’ of slaughtering houses and moat marks} establishments. 


PURPOSE : i 
fo have data availeble necessary %o properly supervise sach establish- 
ments, 


ACTIVITY PERFORMED HO, 4 
Maintein recora of court C 
receipts to Administrati¥r3 Divisio 


PURPOSE : 
To maintain accuraje follow-up on all pending cases and unpaid finoe. 


ACTIVITY PERFORMED BO, 5 
Receive applications for Livestock Dealers’ Licenses, and obtain credit 
standing of apnlicanter, 


PURPOSE 
fo determine eligibility cf applicants to have licenses issued. 


ACTIVITY PERFORMED HO, 6 
Issue Livestock Dealers’ Licenses and agents' cards. 


PURPOSE 
To provide a means of regulating the traffic in livestock. 
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DEFERENCE 
(S) Act 255, May 28, 1915, F, L, 587 ae amended, 
Act 225° of June 22, 1931 as ee 
_ Act 441 of July 22, 1912, P, Ll. 928 an amended, 
Aot 117 of March 28, 1929, F. Ll. 110 
het 236 of April 1?, 1929. P. h, 633. as anended, 


ACTIVITY PERFORMED NO, ? 
Tranemit all fees received for Livestock Dealers’ Licenses to Adminis— 
trative office, 


PURPOSE | 
Zo be transmitted to Departmental Comptroller, 


REFERENCE 
(0) 


ACTIVITY PERFORMED NO, &. 
Maintain record of all animale sold and quarantined at Community Sales: 
also, record of all stocker and feeder ho o9§8 Vaccinated against Hog Cholera. 





PURPOSE 
7 ow ti detect ond properly disposs of diseased enimala to prevent, and con- 
trol diseases of itvestoc and poultry for the pretection of public health. 


REFERENCE 
(S) Act 265, May 28, 1915, P, L. 587 as amendad. 
Act 225 of Jane. 42, 1931 ae anended, 
Act 441 of July 22, 1913, P. L, 928 as amended, 
Act 117 of March 28, 1929, P. Lb. 110, 
Act 236 of April 17, 1929, P. L. 533 as enenaded. 


ACTIVITY PERFORMED NO, 9. 


‘Assemble data and prepare monthly, annual, and other reports to Admin~ 
istrative office. 


PURPOSE 
To keep. Administrative office informed as to activities, 


ACTIVITY PERFORMED NO, 10 
Maintain record of badges and neat inapection stamps iesued to State 
Meat Inspectora, 


PURPOSE 
fo insure roturn of same in case of change of inspectors, 
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ACTIVITY PERFORMED NO, 12 


re 


Order supplies and printed matter through Administrative office. 





PURPOSE 
To supply office and field requirements, 


ACTIVITY PERFORMED NO, 12 
Maintain record of abattoizs applying for permission to import cattle, 
shesp and goate into Pennsylvania fer imnsdiate slenghter. 


PURPOSE 
To enable the Bureau to detsrmine if class of cattle imported are 
handled in accordance with Poderal and State requirements, 


ACTIVITY PERFORMED NO, 13 
; Attach records and correspondence to proper records, and return records 
to file, 





PURPOSE . 
To have records available es needed, 


REFERENCE 
(0) 


PERSONNEL 
(F) ~ 3 


ACTIVITY PERFORMED WO, 1 
Conduct veterinary meat inspections et slaughter and meat establish— 
ments. 


PURPOSE 
To determine if Meat Hygiene recnirenenta have been complied with. 


ACTIVITY PERFORMED NO, 2 
Conduct post mortem inspections of food animale. 





PURPOSE 
To determine if meat is fit for human consuuption, 
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REFERENCE: 
“(S) Act 255, May 28, 1915, P. L. 


Ds : 
Act 225 of dune 22, 1931 as emended, 

Act 441 of July 22, 1912, P. L. 928 as anended 
Act 117 of March 28, 1929, PB. L. 110. 

Act 236 of April 17, 1929, FP. Lb, 633 as amended. 


ACTIVITY PERFORMED NO, 3 
Handle correspondence pertaining te Meat Uygtene work in @istricts. 


PURPOSE 
To a information to the public and the Harrisburg office. 


ACTIVITY PERFORMED NO, 4 
Advisa meat industry and public regarding purposs and scope of meat 
inenection and sanitation, 


PURPOSE 
To protect public frem the use of unyvholestome moat. 


ACTIVITY PERFORMED NO, 5 
Prepare post mortem, sanitary, weakly time rsports, monthly expanse 
reports, and antomodiloe mileags reporte. 


PURPOSE 
To kesp Harrisburg office adviasd of conditions in field, 


REFERENCE 
(0) 


ACTIVITY PERFORMED NO. 6 
Investigats complaints regerdiag poss 
end animals unfit for fcod and cutbreaks ef 


2 


I98a102 and gale of diseased meats 
animal diseases. 


PURPOSE 


To protest the public health 2nd provent the spreaf of transmiasible 
diseases of aniuale and poultry. 


ACTIVITY PERFORMED NO, 7 
Qusrantine and held food animale suspected of disease, 





7 ae 





PURPOSE 
fo protect public health, 


ACTIVITY PERFORMED HO, 8 

Serve Defect and Clesing orders: advises butchers of insanitary con- 
ditions to be remedied, investigate places suspected of not having proper 
facilities for the sleughter end preparation of meats for human consumption. 


PURPOSE : 
To prevent the aals of unwhelssoms meat to the public. 


REFERENCE 

(S$) Act 255, May 28, 1915, P, hb. 587 as amended. 
Act 225 of Juns 22, 1951 as amended. 
Act 441 of July 22, 1913, P. L. 928 as amended, 
Act 117 of March 28, 1929, P, L. 110, 
Act 236 of April 17, 1929, P. L, 533 as amended, 





PERSONNEL 
(F) - 6 
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DEPARTWENT OF AGRICULTURE 
BUREAU OF AN NIMAL INDUSTRY 


TUBERCULOSIS ERADICATION 


ACTIVITY PERFORMED NO, 1 


Enforce Stats laws pertaining to the sradication of Tuberculosis in 
domestic anisials, including poultry. 


PURPOSE 


To promote ths livestock industry by preventing, suppressing, controll- 
ing, and eradicating vuberculesia ef livestock and poultry to protect public 
health, 


REFERENCE 
(S) Act 441 of June 23, 1913, P. L. 928 as amended, 
Act 117 of March 28, 1929. 
Act 236 of April 17, 1921 as amended. 


(R) Regulation 538 appreved October 7, 1938 as amended. 


PERSONNEL | 
(F) = 32 


(Pt) = 50 


ACTIVITY PERFORMED NO. 1 
Supervise, antes end instruct tuberculosis eradication office and 
field personnel, 


PURPOSE 
er coordinate the work for efficicnt. and rout pandling. 


ACTIVITY PERFORMED NO, 2 
Conduct special inrestigztions,. 


PURPOSE 
To determine whether or not laws have been complied with, 
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REFERENCE 


(5S) Act 441 of June 22, 1913, > L, 928 as amended, 
Act 117 of March 28, 19 a 
Ast 238 ef April 2 1921 as amended, 


(R) Regulation 538 approved October 7, 1938 as amended. 


ACTIVITY PERFORNED NO, 3 





Disseminate importent infermation, data, statistics, and economical 
aspects of successful anime husbandry thurough healthy livestock and poultry. 
PURPOSE 

~~ BS promotes Pyauaces iain of livestoct, 

REFURENCE 

(0) 


ACTIVITY PERFORMED NO, 4 . 
Develop and put inte effect, measures and Solicies governing various 
teste for Tuperculosis, 


PURPOSE 
To improve methods and plans of control. 
REFERENCE 
(0) 


ACTIVITY PERFORMED NO, 5 


Supervise the quarantiaing, appraising and disposal of cattle, positive 
to tuberculin teste. 


PURPOSE 
To restrict the movensnt of diasared cattle and cattle See! to 
diseased cattle, and place yalus ca cattle to bs slaughtered, 


ACTIVITY PERFORMED HO. 6 


Supervise the Aisposition of condemned cattle, and the cleaning and 
disinfecting of infected premtaes, 


PURPOSE 
fo sradicate end control Tuberculosis, 
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REFERENCE 
(S) Act 441 of June 22, 1913, P. L. 928 as amended. 
Aat 117 of March 28, 1929. 
Act 236 of Avril 17, 1921 as amended. 


(R} Regulation 528 approved October 7, 1938 as amended. 


ACTIVITY PERFORMED NO, 7 
Review epscial indemnity claims, 


PURPOSE 
To determine aligibility of complicated and questionable clains. 


REFERENCE 
(0) 


PERSONNEL 
(FP) = 2 





AREA RECORD AND CLAIM SECTION 

ACTIVITY PERFORMED NWO. 1 . 
Assemble and compile recerds of cattie tested under the Modified 

Accredited Area Flan. 





’ 


PURPOSE 
To have available an agccuratss record of all Area Plan tuberculin tesst-= 
ing. 


ACTIVITY PERFORMED HO. 2 
Arrange and summarizes Area tuberculosis test reports covering county- 
wide tests, and sixty-cday «nd six months retests on infected herds, 


PURPOSE 


To furnish the State and Psderal Bureaus of Animal Industry and other 
cooperating agents with the status of hards end the degrea of infection. 


ACTIVITY PERFORMED NO. 3 
Calculate, check, and typs indemnity vouchers. 


PURPOSE 
To enable owners to be paid for cattle which have been slaughtered. 


-78= 











1 7 : P \ ' 
= 
\ 
. 4 
a 
fim 3 al dalrigt, 
“ toy ; pee, 
A te ile staega’ ga 
’ 
; Var OS 
f 
y Lat con G2) 





ACTIVITY PERFORMED NO, 4 
Record pest mortens of tuborculoels infsctsd animale in counties 
tested, 


PURPOSE 
To determine if the cattle in the countioss are to bo tested every 
three or six years. 


ACTIVITY PERFORMED NO, 5 . . 
Maintain 5 x 8 atatistical card for each township and county. 


PURPOSE 
To keap administrative office informed as to the progress of the work 
in each area. 


~ (0) 


PERSONNEL 
(F) - & 


INDIVIDUAL RECORD AND CORRESPONDENCE 

ACTIVITY PERFORMED NO, 1 
. Authorize veterinarians to apply tuberculosis tests to cattle under 
the Individual Accredited Nerd Plan. 


PURPOSE . 
To enable herd owners to have their cattle tuberculin tested at the 
proper time. 


ACTIVITY PERFORMED NO, 2 | 
Assemble and compile atatistical records of herds and cattle tuberculin 
tested under the Individual Accredited Herd Plan, 





PURPOSE 
To have information rastily aveilable fer prover conduct of the work. 


ACTIVITY PERFORMED NO, 3 
Isaue Individual Accredited Hard Plan Certificates. 
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PURPOSE 
Po furnish herd cwners with information as to the certification of 
their herds. 


co PERFORMED NO, 4 
Check identification «? animals tested, 


PURPOSE 
To determine if animale wore sided to the herd in accordance with 
requirements. 


ACTIVITY PERFORMED NO, 5 
Supervise and check indemnity claims under Individual Accredited Herd 
Plan, ~ 


PURPOSE 
Te determine the eligibility and accuracy of clains. 


REFERENCE 
€) 


PERSONNEL 
(es 


HEALTH CERTIFICATE 
ACTIVATY PERFORMED HO, 1 


‘Tdaue inter. inter-state end intra-state tuberculosis test charts and health 
5 certificates, 


PURPOSE 


To furnish owners and shippers with a written permit verifying the 
eligibility of the cattls for movement te other eatates or other herds. 


REFERENCE 
(S) Act 117 of March 28, 1921. 
Act 226 of Avril 17, 1929 as amendsd. 


ACTIVITY PE“FORMED NO, 2 
Send release letters to importers of cattle. 





PURPOSE 
To show status of cattle imported, 
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ACTIVITY PERFORMED NO, 3 
Answer correspondence relating 
of cattle, 


© inter-state and intra-atate movement 


PURPOSE 
To clear questions arising with owners and sehippe 
status of euch catile, 


& 


8, regarding the 


ACTIVITY PERFORMED NO, 4 
Assemble ard summarics records of importetions end exporations of 
cattle and other livestosk, 


PURPOSE 
To have information readily available for department. 


REFERENCE 
(0) 


PERSONNEL 
(F) - 4 


FILE 
ACTIVITY PERFORMED NO, 1 

Supervise, assist, and instruct Tuberculosis Tradication File section 
personnel, 


PURPOSE 
' For prompt and efficient handling of the. work, 


ACTIVITY PERFORMED WO. 2 
Date, stamp,and distribute mail, test charts, claim papers, agreements and 
other records. 





PURPOSE 
fo distribute correspondence, charts and claim papers to proper persons 
for attention, 


ACTIVITY PERFORMED NO, 3 
Transfer calendar dates from correspondences and reports to 4 x 6 calendar 
cards maintained chronologically. 


PURPOSE 


To insure correspondence, claim, reports and other records being brought 
to the attention of the proper persons at the proper time. 
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ACTIVITY PERVORMED NO, 4 
File folders containing records alphebetiocally by counties and herd 
owners’? names, 


PURPOSE 
To facilitate locating records when needed. 


ACTIVITY PERFORMED NO, 6 
Type tabs for felders showing herd owners’ names, addresses, counties 
. and townships. 


PURPOSE 
To enable fils clerks tc file and locate records promtly. 


REFERENCE 
(0) 


PERSONNEL 
(F} = 7 


FIELD ; 
ACTIVITY PERFORMED NO, 1 
Supervise generally tuberculosis eradication field personnel. 


PURPOSE 
To coordinats field setivities, | 


REFERENCES 
. (S) Act 441 of June 22, 1913, P. l. 928 as amended, 
Act 117 of March 28, 1929. 
Act 236 of April 17, 1921 as amendad, 


ACTIVITY FERFORMED NO. 23 
Confer and arrange with various county committees, county agents and 
livestock organizations for furnishing materials. 


PURPOSE © 
To complete preliminary detalls te enable work te proceed on schedule 


when veterinarian arrivss. 
REFERENCE 
(0) 


PERSONNEL 
(F) - 1 
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ACTIVITY PERFORMED NO, 1 
Supervise, assist, and instruct full-tims and part-time field veter- 
Snarians assigned to conduct tuberculosis testing. 


PURPOSE | 
To coordinates and have work performed efficiontly, promptly, and 
economically. 


of wer ae 
ACTIVITY PERFORMED NO, 2 
Conduct. special investigations,and report to Harrisburg office with 
recommendations for further action, 


PURPOSE 
-™ determine if laws and rogulations have been complied with, and if 
violated, to what @xtont. 


ACTIVITY PERFORMED NO, 3 
Brand, appraies, aad permit cattls for slaughter which were positive 
to tuberculosis tests. 


PURPOSE 
To eliminate the potential source of tuberculosis infection. 


ACTIVITY PERFORMED HO, 4 ; 
Querantine infscted herds of cattle and other animale affected with, 
or expessd to tuberculosis. ; 


PURPOSE 
To protect other livestock and the public. 


REFERENCE 
(S) Act 441 of June 22, 1913, P. lb. 928 as amended, 
Act 117 of March 28, 1929, 
Act 2236 of April 17, 1921 as amended, 


ACTIVITY PERFORMED NO. 5 
Review and approve vouchers for services and expenses. 


PURPOSE . 
To see that bills are corrset and placed in line for payment, 
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PERSONNEL 
(F} = 2 


ACTIVITY FERFORMED NO. 1 
Conduct tuberculosis testing of cattle under the Area plan for the 
prevention, control, and eradication of tuberculosis. 


PURPOSE | 
To determine if cattle are affectad with tuberculosis, 


ACTIVITY PERFORMED NO, 2. | 
Brand, quarantine, and appraise cattle which were positive to the 
tuberculosis test. | 


PURPOSE 
To elaughter condemned catsls to prevent the spread of tuberculosis. 


ACTIVITY PERFORMED NO, 3 
Quarantine infected herds of cattle and other animals affected with, 
or exposed to tuberculosis. 


PURPOSE » 
To protect other livestock and the public, 


REFERENCE 
(S) Act 441 of June 22, 1913, P. L. 928 as amended. 
Act 236 of April 17, 1929 as amended. 


ACTIVITY PERFORMED NO, 4 
Prepare tuberculosis reports, appraisal forms, and other forms,and 
deliver same to supervisor in charge of testing. 


PURPOSE , 
fo have complete information readily available for the appraisal and 
disposal of infected animals, and te be used ag basis for determining status 
of herds tested for sach county under the Area Plan. 


REFERENCE 
(0) 
PFRSONNEL 
(F) = 6 
(PT) = 30 
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SEES OF AGRI CULnUnH 


BUREAU OF FOODS AND CHEMISTRY 


ACTIVITY PERFORMED 
Enforces eee. Food Law and twenty-sia (26) especial food laws. 


Enforces six (6) agricultural laws. 


PURPOSE 
protect the public health, and prevent fraud and deception in the 
sale of a 


To protect consumera againgt the sale of miabranded and deficient 
fertilizers, feading stuffs, line products, insecticidea and fungicides, 
brands, olle and naval stores, 


ADMINISTRATIVE . 
ACTIVITY PERFORMED E-L. .. 
Pian and “direct ®ll adminiatrative and tachnical activities. 


PURPOSE 
To correlate work of the Bureau and initiate procedure, 


LAW ENPORCEMEN? 
ACTIVITY PERFORMED E-2 

Inspection service 1a sonducted in distriote,and the activities in 
Philadelphia and Pittsburgh are carried on from officos maintained in pees 
cities uncer the supervision of General Agents or Pood Inspectors. 


PURPOSE ° 
To make inspections and handle prosecutions, 


SISPRICE OFFICE 
AGTIVI TY FF FORM D B-§ 

Supervise sale of all foods and agricultural products such as ferti-. 
lizger, feed, lime, insecticides and fungicides, 


PURPOSE 
To protect public health and rrotect consumers against freud end 
deception. 
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LAW ENFORCRMUNT 
ACTIVITY PURVORMED B~6G | 

Enforce Carbonated and Sti11 Drinke Law, Non-Alcoholic Drinks Law, 
Sanitary Container Law and Ics Cream Law. 
PURPOSE 
To protect public health and protect coneumere from fraud and decep- 
tion. 


ANALYTICAL DIVISION 
LABORATORY 


ACTIVITY PERFORMED 2-7 _ 

Analyses of all agricultural products, miacellansous materials and 
(foode from the central and northeastern part of the states). 

Prepare chémiate? reports on ali samples, 

Issue licenses for Lime, feed, fertilizer ané insecticides. 

Anewer correspondence. 


PURPOSE 
To meet requirements of the lew. 


CONSULTING CHEMISTS 

ACTIVITY PRRFORMED ZE.8 

Serve in the capacity of food etandards committee, 

Analyze fcod samplss sabmitted by agents. 

Submit detailed tschnieal snd chentcal reports of analysea. 
Attend hearings and request prosecutions as required, 

Make svecial sanitary inspoctions of plants where required, 


Formulate food standards and definitions. 


PURPOSE ; ; 
Render technical advice an foed standards, 


Determine law viclations 

Assist in law enforcement. 

To serve at atneaen 

To furnish special technical services. 


fo furnish guch information before promulgation by the Secretary of 
Agriculture, singe 1t involves expert technical advise ard terminology. 
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REFERENCE 


(S) (a)dct c 


Act 
Act 
Act 
Act 
Act 
Set 
Act 
At 
Act 
Aat 
Act 
Act 
Act 
Act 
ALE 
Act 
Act 
Act 
Act 
Act 
Act 
' fet 
'. fot 
Act 


(bj) Act 
Act 
Act 
Act 
Acs 
Act 


(0) 


PERSONNE! 


45- (F) 


3- (Pr) 


1% May 13, 1909, P. L, 520 as amended, 
of April 13, 1921, Po lie 129. 
of July 10, 1901, P. L, 643, 
of May 14, 1925, P. L, 730 as amonded, 
of Mey 5, 1915, "P, L, 247 
of June 26, 1919, P. L, 670 as amended, 
of July 26, 1919, FP. lL. 900 as anended, 
of March 11, 1909, P P. LL, 13 as amended, 
of March 28, 1905, P. L. 64, 
of March 3, 1925, P, L. 10, 
of March 1l, 1909, bam ete Vir 2 
of March 26, oe Pe 1 8S. 
of June 8, 1911, P. L, 712 as amended, 
of June 10, 1897, "3. i” 142 as amended, 
of March al, 1923, P. Ll, 28~supplemeat, 
of June 29, 1923, P. L. 929, 
of March a1 1909, P. lL. 15 as amended, 
of Mey 2?, 1901, P, a 32? as anended. 
of Mey 10, 1921, P. L, 467, 
of March 1?, 1925, ‘P, L, 34, 
of May 10, i921, : ey re 468, 
ef April 6, 191 ae P, L, -51 as amended. 
of May 21, "1933, .e L, 1116 as amended, 
of May 22, 1333 a@ amended, ~ 
of May 21, 1937, P. L, 788. 


ef May 1, 1909, P. L. 244 ae amended, 
of May 3, 1909, P. L. 395 as ansnded. 
of June il, 1915, Lae ‘o 678, 

of May 17. 1917, P. L, 224 ap amended, 
of April 10, 1925, P. L, 229, 

of April 29, 1913, 2. be 123, 
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DEPARTMLENE OF AGHI CULTURE 


POR 


BUREAU OF MARIOSSS 
Setie se ee See oa 


ADMINISTRATIVE 
ACTIVITY PERFORMED F 
Plan and direct all administrative and technical activities of Bureau, 


PURPOSE 
To correlate work of the Burean snd initiate procedure. 


REFERENCE 
(S) Act of July 9, 1919, P. Lb. 809, Sscsion 14. 
Aet of April 14, 1929, P, L. 144, 
Agt of July 19; 1919, P. L. 900, 
Act of May 20, 1921. 
Act of May 27, 1937 ae amended, 
Act of June 12, 1919. 
Act of April 30, 1929. 





(c) 


PERSONNEL 
(F) -1 
(PT) = 1 


POULTRY 
ACTIVITY PERFORMED F.1 

Plan an@ dirsct all adainistrative and technical activities of Poultry 
Division in the Bureen of Markets and tho Pennsylvania Official Egg Laying 
Contest. 


Sstablish and enforce official standards for grading eges. 
Insvect shell eggs, dried egzs, dried skim milk, dried whole milk, and 


dresssd poultry according to cooperative agresn 18nt with the U. S. Department of 
Agriculture, 


Answer all cerrespondence, inquiries, and attend meetings dealing with 
poultry and egg marieting problems and procedures. 


PURPOSE - 
To dir:ct poultry and egg marketing procedures. 


To protect consumer against misrepresentation, 


fo classify farm products according to U. S. Department of Agriculture 
standards to insure products mseting contract specifications. 


=-~88.- 
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fo inform the public relative te the latest marketing information. 
REFERENCH 
(S) Act of July 9, 1919, P. L. 809, Ssction 14, 
Act of April 14, 1929, P. L. 144, 
Act July 10, 1919, No. 356, P. L. 900 as amended. 
(R) Regulation of June 3, 1941. 


(Ff) Public #269-72 Congraas (U. $. Statutes-at-largea and State Statutes) 
Cooperative agrasment 


PERSONNEL 
(7) ~ 5 


PENNSYLVANIA OFFICIAL EGG LAYING CONTES? 
ACTIVITY PERFORMED F-2 
Supervise all activities of Pennaylvania Official Meg Laying Contest. 


Maintein plant of the Ponueylvania Official Beg Laying Contest, incivd- 
ing repairs, etc.. 


Trapnest, feed, and water Livestock handled in the Egg Laying Contest. 
Record and chesk daily production reports. 
Ansver all correspondence relating to contest subjects. 
Maintain ledger covering all. income, 
PURPOSE 
Maintain efficiency in all eperations and disnosition of products; deter- 
mine and demonstrate improved methods for inecraasing egg production, 
REFERENCE 
(9) 
(S) Act 98 - May 20, 1932. 


PERSONNEL 
(F) - 4 






| ‘ERULT au VEGETABLE MARKETING 


epi ace <r administrative. and technical activities of the Fruit and 
Vegetable Division in the Sureau, 


Enforce Grade Marking Law for apples, potatoes, peaches, and granes. 
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Srain and licenses inspecters of fruits snd vagotables for services in 


Supervises official inspections cf commercial produce shipments, apple 
exports and cannery receipts im coopsration with U. S. Department of Agri- 
culture, 


Answer all correspondence, attend all meetings, arrange exhibits, con- 
pile and arrange for publication of reports end market news, 


Collect and transmit fees for inspections. 
Prepare wage rolla, 
PURPOSE 


To improve fruit and vegetable marketing praotices in the Commonwealth 
of Pennsylvania, 


fo protect wholesalers, retailers, and cvnsumers against misrepresenta- 


fo classify and grads farm products according to official Pennsylvania 
standards in the intrest of assisting best trades practices, 


To assist Peunisyly: nia producers in marketing their farm crops to s@= 
cure maxinum returna. 


fo inform the publie on curren market information. 


Proper accounting of funds receivei from fees for services rendered hy 
the Commonwealth, 


To commengate licensed emloyaes for services rendered the Commonwealth 
of Pennsylvania. 


REFERENCE 
(S) Act of May 21, 1943, P. L, 412. 


(F) Public #269-72 Congrane (U. 5S. Statutes-at-large and State Statutoe) 
Cooperative agraement. 


(S) Act of April 4, 1929, P, L. 144, 
(C) 
PERSONNEL 


(F) - 2 
(P?) - 8 
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MARKET RiPORTING 
ACTIVITY PERFORMED F-4 





Compile and release daily reports te public by means of mail, news- 
papers and radio, on prices, supply and commercial movement of fruits and 
vegetables, 

PURPOSE 
e 
To inform the public on current markets information, 


REFERENCE 


(S) Act of April 4, 1929, P. L, 144 
Cooperative Agreement 


PERSONNEL 


(F) - 3 
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QUPARIMINT OF AGRICULTURE 


BUREAU _OF PLANT INDUSTRY 


ACTIVITY PERFORMED G 

Enforce various agricultural laws relating primarily to the control 
of injurious insects and diseases of plents, regulating the sale of agri- 
cultural seeds, certification of seede and planta, and the control of bee 
diseases, ; 


PURPOSE 
To protect the general buying public, and to Bafeguard against the 


spread of injurious insects and plant Giseases, thus preventing loss to agri- 
cultural and horticultural crops. 


ADMINISTRATIVE 
ACTIVITY PERFORMED G1 
Direct and plan all activitiss of Bureau. 
Anewer all correapondence, technical and non-technical. 


Prepare budgets. 


Prepare and administer quarantines and regulations involving plant 
pests, including insects and diseases, 


Collaberata with U, Ss. Department of Agriculture and other public 
agencies on the prevention and spread end control of new and not widely dis— 
tributed plant peste. 


Furnish variety of technical information on the control of plant pests, 
including explanations of requiremente of plant quarantines, 


Supervises preparation of material for reports, bulletins, circulars, 
and public information relating to work cf the Bureau. 


Handle prosecutions for violations of the laws administered by the 
Bureau, 


Audit traveling and automobile expense vouchers, bills for supolies, 
and weekly field reports, 


Order supplies, 


Prepare youchers and wag? rolls, 


~92- 


Maintain racord and handie correspondence relating te automotive 
equipment assl¢g ensd +o Bursau. 


-: PURPOSE 
“fo coordinate vor of the Burseu and initiate procedure. 


ENTONOLOGY 
ACTIVITY PERFORMED G-2 
_ Enfores all plant quarantines pertaining to insect peste in cooperation 

with U. S. Denartment of Agriculture. 

Inspect apisries for bes Giseases. 

Inepect nureerias throughout the state. 

Make inesct peat surveys. 

Conduct tests of insecticides and fungicides. 

‘Make identifications and give information on insect pest control. 

Introduce insect parasites and distribute milky disease. 

Cooperate with Mosquite Control Commissions of the state. 
PURPOSE 

‘Bor the protection of farm products from new and not widely distributed 
insect peste. 

¥or ths pretection of the bee industry of the state from infectious 


diseases to prevent loss te beskeapers, and to increase the fruit and vegetable 
yield of the state by proper pellinisation, 


GYPSY MOTH 
ACTIVITY PERFORMED G-3 

Scout for the presence of Gypay Moth in cooperation with the U. S. 
Department of Agriculture (Moths, larvae and egg masses). 


Trap for male Gypsy Moth. 
Era@icate Gypsy Moth (spraying, duating, painting, banding egg masses). 


Enforce quarantines requiring inapeetion of movement of forest materials, 
nursery stock, stones, and all materials carrying infestation. 


PURPOSE 
To locate the presence and extent of Gynsy Moth, 
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To locats ths presence and extent of Cynsy Moth infestation. 


To eradicats the insect from Pennsylvania. 


Ye 


2e prevent the spread of tha inasct to unifested areas, 


APIARY INSPECTION 
ACTIVITY PERFORMED G-4 

Inspect Penneylvania colonies of the strte for the presence of bes 
diseases, 


Visit every apiary in ths etate, and notify bsskeepers relative to the 
absence or presences of diseass, ond if disease ie found, recommend proper — 
treatment or destroy. 


Maks prosecutions @aera violations occur, 


PURPOSE 
To properly control tae apread of diseases. 


JAPANESE BE" TLE 
ACTIVITY PERFORMED G-5 

Enforce Japanese Bestle quarantine in cocpsration with U. S. Denartment 
of Agriculture. 


PURPOSE 7 


To prevent the spread of Japansos Bootles, and te make possible the 
sale of Pennsylvania preductea in infested areas. 


ACTIVITY PERFORMED G-6 . 

Inavect cut flewsra, fruits and vegctabvles, nursery stock, soil, etc., 
for certification of movement te markets outside restricted area, in coopera- 
tion with U. &. Department of Agriculturs. 


PURPOSE 
To enable growers to market products outside restricted area. 


NURSERY INSPECTION 
ACTIVITY PERFORMED G-3 
Inspect nurseriss of thse et:.te for the presence of plant pests. 


Make reports om condition of nurseries and their freedom from or pre- 


sence of nlant pests. 
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Advise and see that preoer clean-up ie made wheres infestation is 
Yound, 


Ieasus certificates. 


Iseue certificaiss to out-of-state nurseries for shipments into Penn- 
sylvania. 


PURPOSE 


fo moke possible the shipment of nursery stock to outside areas of the 
state, and for the control of plant pests. 


BOTANY 
ACTIVITY PERFORMED G-39 
Identification of plants and seade. 


Make observaticas for the presence of dangerous weeds, including weeds 
poisonous to livestock. 


Analyze farn crop peeds affered for sala in Pennsylvania, 
Analyze seed grains, clover and grase seed for individuals. 
Analyze samples as a part of seed certification. 
PURPOSE 


To give information concerning the value of plants, which includes the 
control of weeds, and the culturs of unusual plante. 


PLANT PATHOLOGY 
ACTIVITY PERFORMED G-10 
Enforce all plat quarantines dealing with plant disease control. 
Make surveys for the ebsence of presence of plant diseases, 
Inspect all bramble plants in the atats, 
Inspect and certify seeds for farm crops. 
Identify plant dissases and recommend control measures, 
PUIP OSE . . 
To prevent the sprend of new and not widely distributed plant diseases 


to unifested areas throughout the State. 


To determine the extent of infestation and to discover new and not 
widely distributed plant diseases. 


To prevent the spread of diseases affecting bramble plante. 
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To previde 5. source of superior saed stock, 


Ts prevent the spread of cangsrous pleat diseases. 


POTATO WART 
ACTIVITY PERFORMED Go 
Scout for the presence of Potato Wart dissase, 


Enforce plant quearantines and make prosecutions for violations. 
Treat soil for the eradication of Potato Wart, 


PURPOSE 
For the prevention of the spread of the disease and enforcement of 
the law. 


SEED CERTIFICATION 
- ACTIVITY PERFORMED G--12 

Inspect and certify wheat, oate, barley, hybrid seed corn, potatoes, 
soybeans, tomatoes and peppers for seed purposes. 


PURPOSE 
To furnish a supply of superio 


r seeds to the farmere of the stats, 
and for the maintenance of desirable variti 


es and strains of farm crops. 


REFERENCE 

Act 175, 1929, P. L, 177, Section 1703, 
Act 67, 1937, P. lL. 274, Section i710. 
Act 90, 1937, P. L. 318, 
Act 209, 1929, P. lL, 488. 
Act 159, 1921, P.'L. 316. 
Act 58, 1921, P. lL, 95. 
Act 123, 1917, P. L. 224 es amended. 

a Pp. L. 136 as anended. 

Act 214, May 21, 1943, 


PERSONNEL: 
. (PF) - 28 


(FF) - 25 PD 


(Pt) — 26 
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ACTIVITY PERFORMED 


Supervision of benks, banc and trust companies, trust companies, 
savings institutions, private bans, certa 2a national banas with 
fiduciary powers, small loan comounies, consumer discount companies, credit 


unions, paynbrokers and building and loan associations. 


PURPOSE 


to protec &b the vuk dic by enforcing Lhe laws governing financial 
institutions. 


REFERENCE 


5 
Banking Code, Lding and Loan Code, 
Small Loan License Ast, amt ct, Credit Union Act, 
Pawnbrokers ACh and reguiati Longs ar 2 ak state Departments 
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BSECUTIVE BURBAU 


ACTIVITY PERFORMED No.1 


Maintenance of offices of the Department, involving all 
accounting work incident thereto, the typing of bans examination 
reports, all secretarial wors, filing and such clerical help as 
needed to efficiently operate in performance of tne sane. 


This wora is carried on at the main office at Harrisburg and 
-two district offices located in Philadelphia and Pittsburgh. 


PURPOSE 


To do all things incident to carrying on the wors of supervising 
and licensing financial institutions including ban«xing institutions, 
B. & Le associations, small lean companies, consumer discount companies, 
credit unions and pawubroxers. 


REFERENCE 


S=0 

Departient of Banking Code, Bans ing Gode, Buiiding and Loan Code, 
Small Loan License Act, Consumer Discount Company Act, Credit Union Act, 
Pawnbrosers act, and rezulations of various State Departments. 


PERSONNEL 
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DAPARTMENT OF BANKING 


EES BE Nh SUVA ADA sR REA PO PORE 


EXECUTIVE BUREAU 


ACCOUNTING DEVISION 


ACTIVITY PERFORMED NO. Ll 


Required budget reports. Heoguired budget records. Report to Revenue 
Department on estimated receipts. Frepare budget and necessary revision 
thereof. Keep douple entry set of booxs om accrual basis which are maintained 
on a functional or activity basis rather then on an object basis. neep 
individual ledger accounts with all institutions under supervision. Keep 
control of cutstanding accounts in general ledger. Receive payments, issue 
official revenue receipts, list and transmit on forms reguired by Department 
of Revenue to that Departient. Follow up and collect unpaid bills. Receive 
examiners' time sheets and caleulate charges and issue bills to institutions. 
Prepare all sia oovemuperings audit and inspect expense accounts and bills for 
supplies, rent, etc. Receive checas for same from State Treasurer and 
distributes same. 


PURPOSE 


To budget and account for ell monies received and disbursed in 
connection with supervising and Licensing of financial institutions. 


KEP URSNCS 


S-O0 

Department of Banking Code, Eanaxing Code, Building and Loan Code, 
Small Loan License Act, Consuner Discount Company Act, Credit Union Act, 
Pawnbroxers Act and regulations of Budget Bureau, Personnel Bureau, 
Governor's Office, suditor General, Revenue, and Property and Supplies 
Departments. 
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EXECUTIVe) BUREAU 


ACCOUNTING DIVISION 


ACTIVITY PitkFORMED NO. 2 
Prepare purchase request for signatyre of Comptroiler., Record 
receipt of materials, checn bills and pay same. 


FURPOSE 


th all neterials necessary in 


To xeep Department supplies wit 
Sing of financial institutions. 


connection with supervising and iicen 


REFERENCE 


5-0 

Department of Banking Code, Bansing Code, Building and Loan Code, 
Small Loan License Act, Consumer Di scount Compuny Act, Credit. Union Act, 
Pawnbroxers Act and resulations of Budvet Bureaty Personnel Bureau, 
Governor's Office, Auditor. General, Revenue, and Property and Supplies 
Departiusents. 








EXECUTIVE BURZAU 


ACCOUNTING DIVISION 
i reser satia ean 


nCPIVITY PERFORUED NO. 3 


heep personnel ecard record prescribed by Budget Bureau. 
Prepare “request for change in personnel" forms and maintain change 
- Sheets. 


PURPOSE 


To handle all personnel matters in connection with supervision 
and licensing of financial institutions. 


- 


REFERENCE 


5-0 
Department of Banking Code, Banding Code, Building and Loan Code, 
Small. Loan License Act, Consumer Bese ouah Company Act, Credit Union act, 
. Pawnbroxers Act and regulations of Budget Bure a, Personnel Bureau, 
Governor's Office, auditor General, Revenue, and Property and Supplies 
Departments. 
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DEPARTMENT OF Baha tne 


See OE TRNAS BETES PESTER 


_ EXECUTIVE. 





SECHET: ARE A Al.-STLN OGRA APHIC ~TYP LST 


AO ee NS LE she Ain eerenre crate 


ACTLVITY PURFORLED 


Secretarial wors for Deputies and other executive heads, involving 
correspondence, collection of information for executive action and xeeping 
of related records. Typing and proofreading examination reports. 


This wors is done at Harrisburg, Pitisburgh and Philadelphia District 
offices. The typists at each office are under a supervisor who performs some 


-secreturial duties. 


PURPOSE 

To transmit to institutions under supervision orders, information, 
regulations, etc., resuiting from the examination of the same to place in 
the records in required form the results of the examination and corres- 
pondence relative thereto, 


REFERENCE 
0) 


Practices and policies of Department as result of requirenents 
of Statutes on supervision. 
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ENT OF BANKING 


EXECUTIVE BUREAU 


rary: 


CLERICAL DIVISION 


ACTIVITY PERFORMED 


Filing correspondence and examination reports. 
Chauffeur. Cleaning. 


This worn is performed in Harrisburg office. 


PURPOSE 


Maintenance of departmental records. hailing. 
Cleaning. 


REFERENCE 


0 
bractices and policies of Departzient. 


PERSONNEL, 


af 


~3 


ges ve 
Malling, 


Chauffeur. 
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BANK AND PRUst UT COMVANT 


ACTIVITY PiRPORL ED 


Examination and supervision of banxing cement procurement 
and analysis of other reports of various nuture 

examination of consumer credit agencies, criminal prosecutions. 
Formulate plans of ee Pass upon charter applications, 
charter aiendments, by-laws, mergers, brancnes, capital adjustments, 
etc.’ Confer with Federat authorities on joint problens. 


PURPOSE 


To enable the Departmert to enforce the laws concerning banks 
and other financial institutions. 


REFERENCE 


ae 


fw) 
Banking Code, Department of Banxing Code. 


PERSONNEL 
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Bann AND TRUST COMPANLES BUREAU 
petit Ne sl bo La 


MxaLTnaTLoM DIVISTON 
Se narra ats mines Some 


ACTIVITY /UHFOR 


Examining boos, records and affairs of banxing institutions. 


PURPOS# 


To procure information 


used by Department in supervision and law 
enforcement. 


3 
Banxing Code, Department of Banxing Code 
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REPORTS AND STATISTICS UNIT 


- 


ACTIVITY PERFORLED NO. 1 
te securities lists for ali Districts; 


Checx reports of examination nj ra 
prepare securities lists for Harrisburg District from examiners' cards; 
ports of examination. : 


prepare comparative analysis of re 


POURFUS is 


To complete examination reports and determine their accuracy. 


HEFERENCE 
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Banking Code. 
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BANKS AND. TRUST COMPANIES 


PEAEITOG Mad! ATMS LNT beet TR RENAN SDP A rt ee 


iin SEORTS AND STATIST 30S UR AIT 


ACTIVITY PERFORLED NO. 2 
Receive and exainine acho: reports and correspond with banding 


institutions concerning matters relating to retirement of preferred stock. 
Receive and analyse periodic reports with reference to retirement of 
preferred stock; receive ana record the oaths of directors and trustees 
of banxing institutions; receive and inspect reports of audits made by 
directors or accountants. Disbursement of incoue on securities pledged 
with Department for various reasons. 


PURVOSS 
To enforce charter provisiona reluting to preferred stoca and meet 


requirements of law relating to directors caths, internal audit reports; 
to comply with terms of agrsement. 


EF ELENCH 


: 
Practice and policy. 


PERSONNEL 
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REPORTS aud STATISTICS UNIT 


n! 
ar NG DET aM I Oa er Re EAR EO 


ACTIVITY PREFORKED NO. 3 


Receive and tabulate reports of condition of bunking institutions; 
tabulate reports of condition of B. & L. associations; tabulate reports 
of earnings for banaing institutions. Issue statements containing 
statistics resulting from tabulations. Muintain files in connection 
with reports of condition of bansing institutions. 


PURPOSE 


To disseminate information to publics and to show trends for 
Department use. 


REFERENCE 


Q 
Practice and policy 


PERSONNEL 


2F 
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BAAS aD TRUST CORPANIES 


eae a Erg ce NON An PF 


REPOKTS AND STaTLsTics UNIT 


DLE TN a aOR I I a AN eae ne ANE AALS Seta 


ACTIVITY PERFORMED NO. 4 


Prepare reports for Auditor General's Department re capital 


structure of ban«xing institutions. 


PURPOSE 


To permit Auditor General to checn. compliance with State law 
relating to deposits of State funds. 


HEF ERENCE 


Q - Practice and policy. 
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ACTIVITY FEHFORLED NO. 5 | 


\ 


Miuneograph and Ditte work as required. Addressograph worn as 
required, Inventory, receiving, storing and disbursement of supplies. 
Storave of records in Pent House. 


PURPOSE 


Serving entire Departinent 


-Lh- 

















ry s they Re - ; 


“aotneval 












BARES ASD TRUST COMPA TES 


Oa A A ER ERT ARR SNS ETL NE EL 2 oh a RE 


CONSUSEH CREDIT DIVISLOn 
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ACTIVITY PERFORMED 


> 
4 


1. Receive applications, mu.ie investigations und surveys and license 
annuaily all smali loan and conswier discount companies and pawabrosers. 


2. Confer and correspond with public; furnish interpretations of 
legal and general provisions of t statute; promulgate rules and regulations 
for operation of business; investigate and act on applications for license; 
arrange for examinations of licensce eS} analyse reports of examinations; 
conduct hearings and correspond sith Licensees concerning reports of 

xaminations; issue call reports of pawnbrosers; analyse, checa and super~ 
vise tabulations of call ae investigate violations of act and institute 
prosecutions. 


_ 3. Charter all credit unions after necessary investigation. In 
connection with credit unions, pass upon charter applications, amendments, 
by-laws, mergers, capital adjustments, voluntary dissolutions, etc. Confer 
and correspond with public, furnish interpretations of legal and general 
provisions of the statute; arrange for examinations of credit unions; 
analyse reports of exaninations; conduct hesrings and correspond with 
officers concerning reports of examinations; issue call reports of credit 
unions; analyse, chech end supervise tabulation of call reports; investi- 
gate violations of act and institute prosecutions. 


PURPOSE : 


To enable the Departucent to enforce the laws concerning small Joan 
and consumer discount companies, credit unions ‘and pawnbroxwers. 


REFERENCE 


a 

ae 

stall Loan License Act, Credit Union Act, Consumer Discount 
Company Act and Pawnbrosers act. 
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ACTIVITY PERFORMED NO. & 
; Examine booss, records and affairs of small loan and consumer 
discount companies, credit unions and paywmbroxers. 


PURPOSE 
To provide information used by Department in licensing, 
and enforcing laws of Commonwealth. 


supervising 


REFERENCE 


3 
Smail Loan License Act, Credit Union Act, Consumer Discount 


Company Act and Fawnbrosxers act. 


PERSONNEL 
‘AF 
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BUILDING aXD LOAN 





Bxak LYATION DLVISION 


ACTIVITY PHAPOIRED NO. 1 


Examination aud supervision of B. & L. asseciations; procurement 


aud analysis of reports of various natures: investigations; criminal 
prosecutions. Confer witn Federal authorities on joint problems. 
Formulate plans or reorganizations, pass upon charter applicaticns, 
Charter amendments, by-laws, mergers, capital adjustments, voluntary 
liguidations, etc. 


This wors is done at Harrisburg and Philadelphia. 


To enable Departient to enforce the laws covering B. & L. 
associations. 


REFERENCE 


8 - Building and Loan Code, Department of Banning Code. 
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ACTIVITY PSRFORMED NO. 2 
Examine booxs, records and affuirs of B. & L. associations. 


Tnis worn is done threugh offices at Hurrisburg, Philadelpsia 
and Pittsburgh. 


PURPOSE 


To procure information used by Department in supervision end law 
enforcement covering B. & L. associations. 


HEP HINCE 


S - Building and Loan Code 
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ACTIVITY PURFORLED hO. 1 


AD 


Registration of dealers, investient advisers, salesmen, and 
solicitors, holding hearings when deemed necessary, investigation and 
‘prosecution of violations both by registered and unregistered persons, 
examination of prospecti and circulars filed by dealers; issuance of 
bi-monthly bulletins. 


PURPOS'SS 


To enable the Comzission to enforce the Laws covering securities 
dealers, Inc. 


REF eiwaCE 


$= Act of 19a, Po, Si7 
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SECRETARTAL SECTION 


SERS En NI EON SAR EA i NNR 


ACTAVITY buivfORLED NO. 2 

neep records of all meetings, proceedings, determinations, rulings 
and orders of Commission; texe testimony at hearings; stenographic, typing 
and mikeographing wora; handle correspondence; examine applications for 
registration of salesizen and Ssoiiciters; review annual renewal &a):plica~ 
tions of deuiers, investment advisers, salesmen and solicitors and 
recommend approval or disapproval of same. 


PURPOSE 


Routine office procedure und compliance with the Act as indicated. 


REFERIENC 


S-O = Sections lu, 13, 15, 17, and 16 of the act of 1941, 
P, L. 317, and practice and policy of the Commission. 


PERSONAEL 
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EXAMINATION SECTION 


RO A UES NORE NO AEE NS 


aCTiViITY PLiFOKNED No. 3 

analyze applications for registration of dealers in securities 
and investment advisers with recowiendations for Commission action; _ 
exaisine booxs of registered dealers and investment advisers if required; 
examine annual renewal applications Lor registration of all dealers in 
securities and investuent advisers; investigate complaints or evidence 
of violutions of tne provisions of the Securities Act >» prepare reports 
and, if autnorized, lodge information for warrants and testify at 
nearings and triais. 


PURPOS 6 


Preparation of information for final action by tre Commission in 
compliance with the Act as indicated. - 


REFERENCE 


S~O - Sections 4, 6, 10, and 26 of tne act of At le 
P. L. 317, and practice and policy ot the Commission, 
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ACTIVITY PEUFURKED NO. 4 


investigate any complaints or evidence of violations of the 
Securities act; secure statenents and affidavits, prepare reports, 
dodge information for warrants, testify at hearings and trials; 
exaitine booxs of registered deaiers end investment advisers. 


PUHPOSE 


Tois function is necessary in seeing that the rewuirements of t 


Act are properly aduiinistered. 


REFERENCE 





S-O - Section 26 of Act of 1941, F. L. 317, and practice 
and policy of tne Comission. 
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BARCUTIVE ADEINISTHATIVE 


ACTIVITY PFO. ED NO. 1 

AS executive director argply the statutory powers and duties of 
the Aeronautical Code and effect the policies and the administrative 
operation of the aviation function as promulgated by the Pennsylvania 
Aeronautics Comnu ssion; direct the regulatory pewers and promulgate 
rules and reulations for the operation of aircraft and airports within 
the state; muintain contacts and Pal paths tue Comnonwealth in dealings 
with the Federal Aeronautics idministration and related state bodies; 
maintain close contact with the Geen progran of the Federal 
Government and State governuents relative te aviation activities; 
maintain close contact with bhe transport airlines as such activities 
affect the operations of the Cornmission. : 


PURPOSE 


Organization, administration und supervision of the functions 
of the Commission under the Revendntceal” “Code. 


EF en KNCls 


S - act 224, 1933, P. L. 1001 as amended by Act <01, 
1943.8. G. hOL. 
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ACTIVITY PERFOREED 50. 5 


— 


iteceive and transit ali fees to Secrctury of Revenue via 
Department of Barining, Gaintain ali records in connection with the 
registration of dexlers, investment advisers, salesmen and 
solicitors. 


PURPOSE 


For issuance of ldentifyin, certificates us reruired by the 
act and maintenance of official records. 


KEEPER RICH 


S-O - Sections 6, 7, 6, and 27 of the Act of 1941, P. L. 317, 
and practice and policy of tne Cormission. ; 
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ACTIVITY PURPORMhD LO. 6 
{lancle mail, record all monies reeccived, and maintain all files; 


prepare #raphotype ena sects er inaterial; prepare re.uisitious for 
-~supplies and services; maintain new issue record. 


PURPOSE 
For issuance of identifying certificates as re.uired by the act 


and waiatenance of officiel records. 
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REFERBNCH 


O - Practice and policy of the Commission 
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FUNCTIONAL DESCRIPTION OF ACTIVITIES 





OF THE 


CIVIL SERVICE COMMISSION 

DEPARTKRENT OF COMMERCE 

PENNSYLVANIA POST WaR PLANNING COMMISSION 
BOARD OF FISH COMMISSIONERS 

DEPARTMENT OF FOREST AND WATERS 


COMPTEAD FOR THE 
YLVANIA ECONOMY LEAGUE, ING. 


PENNSY oe 
HARRISBURG, PAs -~ 
Gare Library = ae end 


HARRISBURG 
PENNS YLVANTA 
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As a basis for studying in detail the functions of state govern 
ment, the Reorganization and Classification Committee obtained from eacr 
department, board, or commission a complete factual statement of : 

(2) Each specific job or activity performed by the agency 
{p) The purpose served by sach job or activity 
(‘c) The federal or state law, agency reguiation, executive 
order or polisy yoauiring the performance of the job or 
| activity, which are abbreviated as follows: 


- "P'-Required by federal statutes or regulation 
(Show statute, article, section, etc. ) 


"R-Required by department, board or commission 
A 7 / sernes : : 5 
regulation (Show regulation number or date) 


"O"-Not required by any of the foregoing but earried 
on as a matter of policy or practise 


"S". Required by state law (Show pamphlet law number 
with articles, section, ets. } 


"e'—Required by Executi 
(Show date of order: 


ve Board or Governor's Office 
) 
(a) . The number of persons required on a full or part time 
basis to perform each job or activity 
Since this was the first inventory of its «ind in the histor; 


the state government, the Committee has compiled the information for ruc: 


reference and use into the following secticns: 
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Section | Governor's Office 
Department of Agriculture 
Dapartment of Banking 


Section IT Civil service Commission 
Department of Commerce 
Pennsylvania Post War Planning Commission 
Board cf Fish Comnissioners 
Department of Forest and Waters 


Section III Pennsylvania Gamo Commission 
Departinent of Health 


Section IV Department of Highways 


Section V Insurance Department 

Department of Justice 

Department, of Labor and Industry 

Department of Military Affairs 

Milk Control Commission 

Depertmens of Mires 

Peansyuvanle Board of Farole 

Yennsylvania Historical and Museum Commission 


Section VI Perinsylvania Liquor Control] Board 


Section Vil Pennsylvania Public Utility Commission 
Pennsylvania State rolice 
Department of Preperty and Supplies 
Department of Public Instruction 


Section VIIL Department of Public Assistance 


Section Ix Departnent cf Revenus 
Department of State 


Section x Department of salfere 
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STATE CIVIL SERVICE Comiuiss TON 
SOMiISS TON 


© eee 


ADMINISTRATIVE PERSONNEL COMMTSS TON 


ECTIVITY PERFORNED NO. 1 
State Civil Service Commission 


Establish, adopt, end amend Civil Service Rules for making effective 
the provisions of Act 286, August 5, 1941. 


PURPOSZ 
To administer civil service in the anpropriate Boards, Bureaus, and 
Departments of the Comnonweelth in sccoréance with Civil Service Act 286 of 


August 5, 1941, Act %63 of June 4, 1947, end individual Rules and Regulations 
of the respective Boards, Bureaus, end Departmente 


REFERENCE 


S = Acts 206 and 363, Sec. 4 


PERSONNEL 
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ADMINISTRATIVE PERSOMNEL CONMISSION 


ACTIVITY P"RFORMED NO. 2 


Civection end review of preparation end sdministretion of civil 
‘service exeminations en the scoring procedures therefor, 


PURPOSE 


Examination: are prenared, conducted end scored at the direction 
of the Commission. ; 


REFERENCE 


S- ¢; 286, Article V, Section 502 
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STATE CIVIL SERVICE COMMTSSION 


COMMISS TON 


ADMINISTRATIVE PERSONNEL COM.ISSTON 
PALE I TL TIT RE I TE I RTI St AO ee I 


ACTIVITY PERFORMED NO. 4 


Esteblishrent of Employment and Promotional Lists 


PURPOSE 


itgible lists are established by official signature. 


REFERENCE 


S- Act 286, Article V, Section 502 


PERSONNEL 
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COMMESS TON 


ADMINISTRATIVE PERSONNE. CaM ISS TON 


ACTIVITY PERFORMED NO. 4 
Hold Tublic Hearings 


PURPOSE 


in cesse of demotion, furlough, suapension end removal 
commission conducts appeal hserings end renders decisicas, 
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REFERENCE 


S = Act 286, Article IT, Section 203 


PERSONNEL 
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STATE CAVEL SERVICK CowIss TaN 


ADMINISTCATIVE PERSONNEL COMWISSZON 


_ ACTIVITY PERVORMED NO. 5 


Secretarial and Stenogranhie services to the Commissioners 


PURPOSE 
The taking of verbatim notes of testimony, trenscription and 
preparation of all data pertinent to apneel hearings, and to conference 


Conducted by Commiasioners. Maintenance of confidential files and public 
records including an Appeal Deckat, and the Commission's official minutes. 


REFERENCE 


PERSONNEL 
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STATS CIVTL SERVICE COMMISSION 
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NORA Tne TET Mercato 


COWN Iss TON 
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ADMINISTRATIVE PERSONNEL COMMISSION 


ACTIVITY PERFORMED NO. 6 


Authorizes personnel ections, 


PURPOSE 


The Commission acts as the appointing authority in the 


s@ lection 


of its personnel pessing on Eppointmentas, reclessifications, and promotions 
in accordence with civil service procsdura, The Commission also reviews 
and certifies budgets, payrolls, purchese ordsrs, requisitions, per diem 


requests, end expense vouchers, 


RE FERENCE 


S - Act 286, article II, Section 206 


PERSONNEL 


2 


* Two Commissioners presently serving on @ per diem besis. Vecancy created 
by recent death of Chairman unfilled, Compensation limited by law to 


$1500.00 per ennum, 
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ACTIVITY PERFORMD NO. 2 


Administrative Personnel 


Administration of Civil Service Policy end Procedure. 


PURPOSE 


Qo 


b. 


REFERENCE 


a9) 


PERSONNEL 


‘Usder direction of tha State Civil Service Commission adminis- 


tration of policy and procedure in accordance with Civil 
Service Acts and the esperete rules end regulations for each 
of the respective appointing authorities. 


Supervision of recruitmant, ennouncements of examinations: 
administration and scoring of sxaminations, 


Acts 286 end 36% 


Act 266, Article ¥, Section 501 
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ACTIVITY PE SREORMED NO. 2 


Administre tic on of Personnel af the Commission. 


PURPOSE 
Re Necesasry oostings and reectdlugs for ‘the appropriate 
_ personnel Biatory on each emp loved, 
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@g Promotion of good emp loyee relationship and clearance 
of met ters generally effecting ps 
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ACTIVITY PRFORMED NO. 4 


FO PI RTT ATRL 


aaetengenees nes with individuals. 
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PURPOSE : | 


Taia is of © nonetechnieel naturs but of greater than average 
aiffieulty and outside ahs reslm of routina mail. Office Srocedures 
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ACTIVITY PERFORMED -NO. 4 
Maintenance of confidential filate 


' 


PURPOSE 
Matters of the Comaission's policy, procedure, correspondence 


of each appointing authority serviced by the Commission, correspondence 
other than thet of «© general nature, For afficisnt administration, 


REFERENCE 
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CONMIES TON 


ADMINISTRATIVE PERSONNEL COMMISS LON 


Tae 


“ACTIVITY PERFORMED NO. 5 


Secretaria] and Stenogrevhic services in connection with 
Administration. _ 


_ PURPOSE 


Regular office procedure, 


REFERENCE ; 


PERSONNEL 


1 Fr 


Notes 
Noy or Agencies Serviced, aeeerere aa Seer ooe ter on 
Approaimste Arerege No. of Employees...411,000 


All employees referred to in this report es part-time are our regular 
saleried employees who luterchange with different.sections under our 
pooling plan, 
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; ACTIV {Ty PERFORMED No. 1 


seancereecucenaniaers 


Drafting wudlic AnGC ncament¢ 
PURP CSE 


Announcement used to inform public o 
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PERSONNEL oe 


AOTIV IY PERPORMAD NO. 2 


Freperation of 
test item library. 


REFERENCE 
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ACTIV ITY ‘PERFORMED. ‘NO. 3 


Drefting sesmination instructions. 
PURPOSE 
me uned 


Tustructions 
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ACTIVITY PERFORMED NO. 4 
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Mei atenance of confidential report files. 








PURPOSE 





Seperation from ar file of reports and confidential 
material from orevious employers 
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PURPOSE 
To insure the fair evaluetion of each applicent's qualifications 
in relation to nositiona applied for, 
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Determination of each onolicent's minimun qualifications for 
seach ‘position under consideration. 
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ACTIV EY PERFORMAD NO. 8 
ew Werification o of claims for Veteranst Preference Credits and 


certificetion of veteran status to arpointing suthorities, 


PURPOSE 
To grant 10 points eredit only to those who are legally eligible. 
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Determination of applice nt?s citizenship and legel residence 
status, 
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To bar non-ci 62S end non-residents from exeminations, 
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ACTIVITY PERFORMED NO. 1 


Supervisicn of el] accounting, 
clerical services. 
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STATE CIVIL SERTICE COMMISSION 


ACCOUNTING 


ACTIVITY PERFORMED NO. 2 


Preparation end approvel of ell eppropriation requisitions 
ond maintenance of the nscossery hocks end records in this connection. 


PURPOSE 





Necessery Stete procedure to obtein approval and payment of 
bills through the Auditor General's and Stete Treasurer's Departmen ta 
and to have proper records for audit purposes, 
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STATE CIVIL SERVICE GONMISSION 


ACTIVITY PERFORMED NO, 3 


-Praparstion and spprovel of sil Payroll Requisitions of both 
saleried end per diem emnloyees including proctors and administrators 
for examination progrem and maintain 41] necessery crrds and records 
in this connection. 


PURPOSE 
Necessary State procedure to obtain apprevel and payment 


through Auditor General's and State ‘freceurerta Departments end to 
have proper records for sudit, tax and insurence purposes. 


REFERENCE 


S - Administrative Code, Pel. 177, se amended, Section 701-D-E 
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ACCOUNTING 


ACTIVITY PERFOAMED NO. 4 


Approval of Purchese and Printing Requeste, 


PURPOSE 


To aasure stoper budget control of purchases, 
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STATE CIVIL SPRVICE Commissr@ 


ACCOUNTING 


ACTIVITY PERFORM) NO. 4 


Issuonce end certification of hotel and trensportetiam orders. 


PURPOSE 


To assurs proper control of treveling expenses. 
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ACTIVITY PiRFORMED NO. 6 


Praparetion of Budget, both Bienniel ond Semi-Annual, and 
keeping of necesstry ledger and records pertaining to it. 
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To pest Stat requirements, 
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Receiving end forwarding checks ta vendorg 
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Handling correspondences and secrete 
and mainteining | Gi ate of. files in this connect 


PURPOSE 


Reculér office procedure. 
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Distributian a nniounecemata of examinations, 
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ACTIVITY PEAFORMD NO, 2 
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Méiateis majlicg lists, with dar réssograph service, for 
required public rotises aud announcemnte.e : 
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ACTIVITY PERFORMED NO 
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pope To cistribute applicetion blenks to centers far public 
distributions 
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STATE CIVIL SkeHVICE CONMISSTON 
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ACTIVETY PERFORMID NO. 4 


_ Preparation for scheduled exeminetions which entails records 
of assignmenta, essignment votices, pecking end shipping material to 
examination centers, 
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repsretion for scheduled exemination, 
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STATS CIVIL SERVICE COMM ISS TON 
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ACCOUNTING 


TEST ADMINISTRATION 


ACTIVITY PERFORMED NO, 5 


Maintain muitilith and mimsograok unit for the dunlication 
of forms used by the Commission, and highly confidential material, 
such @g the Question Booklets needed for examinations. Wa teintain 
ar adequate supply of forms, 


PURPOSE 


To maintain edequate supplies of forms and materials used 
by the Comnissior, 
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Typing end checking Lmployment and Promotion Lists, notices 


of results of exeminations, end obher clerical work in connection 
with the processing of examination program, 


PURPOSE 
To type end check lists and notices for completness and 


accuracy snd to do other clerical work in canncction with processing 
an exeminat icn, 


“FERENCE 


S - Act 286, Article V, Seetion 505, 506— 
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ACTIVITY PERPORN NED No. 7 
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ADMINISTRATION 


Maintain @ pool of clerks, stenographers, end typists. 


This section funstions as © pool whereby the services of 


the clerks, stenographere, and ty 
other depertments handling extra 
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ACTIVITY PUR FORMED NO. 1 


Direction of procurement eng nurchase of material, equipment 
and services, ; 


PURPOSE 


Self-sxplanatory 
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Preperation of Purchase Requests , Printing Requests, Local 
Purchase Orders, Locel Purchase ;roposala and Heceiving Hecords; expedi-~ 


tion of shipments and check os materials received. 
PURPOSE 
To secura necessary material and equipment for operation. 
REFERENCE 


S- 
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ACTIVITY PERFORMED NO. 4 
Securing ey epece Por storege of records end preparing lease 
requests for such space, . 
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To properly preserve important records. 
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Preper ing Tonea requests for rooms used in examination centers, 
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To provide for payment of rental on querters used for examinations. 
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S - Act 266, Article V, Section 501 
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Distributicn of stock as and when requisitioned by ° sarious 
departments end daduction from inventory. 


PURPOSE 

To @esure nroper cperetior of office and provide records for main-= 
tenence of stock and informetion for intelligent end economical replecement 
of stoek ss needed, 
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ACTIV YT LY PER RPORMED 
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~~ einai Mail and measenger service. 
PURE USE 

To provide prompt end efficlent mail snd meseenger service to 
all departments and with the public, 
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ACTIVITY PERFORMED NO. & 
Proparation « Of equipment inventory control. 


PURPOSE “ ; 
To orovide proper accounting of equipment and furniture and 
provide s basis for efficient snd economical use of present equipment 
and intelligent purchsse of additional required equipment. 
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ACTIVITY PERFORMD NO. G 
Maintaining on ‘cleaning 3 ouilcing at all times including minor 
repairs and providing watchmen service constantly. 


PURP OSE 
To provids effic 


ient end comfortable working querters for 
amployees and essure et 


sty Of vwaluedle and confidential records, 
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ACTIVITY PERFORMED NO, 10 
Maintaining wasa and rest rooms for female employees, and a 
hospital room for femile emyloyses. 


PURP OSE 


To provide for comfort of female employees end in sccordence 
with State Regulation. 
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Me intaining repairing snd refinishing « arvice for furniture. 

PURPOSE oe 
To preserve snd extend the vaeful peri d of furniture and 

improvs tha general appearence of offiesso 
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ACTIVITY PERFORMED NO. 12 . 
a | Maint taining and operating automobiles 
PURPOSE 
| "  Cellecting and delivering wail among various State agencies and 
‘providing official trensportation i che Commissioners. and other amployses 
on officiel business, 
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ACTIVITY PERVORNED NO. 13 | 
Procurépant and maistenanca of service sontracts and repair 
gerrice for ali mchines and squipment. 
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To provide continuous and efficient operation of «11 equipment. 
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ACTIVITY PERFORMED NO. & 


Mechanical maintenance, inspection, adjustment, repair and 
cleaning of state owned aircraft. (4 planes) 


PURPOS!: 


Kaintain airereft in first class cperauting condition. 
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Act 224, Session 1933, P. L. LOCL as amended py Act 201, 
Session 1943, bP. L. 451. 
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CTIVITY PERFORMED NO, 1 
“supervision of 911 the sotivities of a clerical and typing 
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staff engaged in certifying lists cf eligibles for State, County, 
‘and District positions with the ena kren of Public Assistance, | 
Bureau of Amployment 1 Ghe oy nt Compensation, Department of 





Héelth, and Department 


PURPOSE 
Certificetion-is used to mean the act of authoritative 

ende; ie ame, trensmitte] of names from appropriate lists from 

which the various anpointing suthoritics must choose their personnel. 
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ACT WV Ity PEAFORMED NO, 2 

~Sapervision of recording of 211 appok: 
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appointing authorities and to record all removals m 
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: Maintain a compiste and continucus record of all individuals whe 
aré either eligible for a position or who are incumbent in the Classified 
Services 
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fo Gertification to appointing sutboritiea rom appropriate 


files. 


je “Check ing an recording appointment of eligibles from 
cerbified liste 


6. Resording « competion of probationary pericd.. 


x ifivetion to appointing suthorities of qualified 
persons for provisional anpcintments in absence of eligible lists. 
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19, Recording temporary apnoin 
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. 12. Neintaining record of Sergica Ratings far all amployees 


14.. Recording transfer cf classified emp Lowe es from positions 
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the PE AGGICES on of another, ; ; 
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DEPARTMENT OF COn REACT 
ee ee bas Ea 


EXECUTIVE 


ACTIVITY PERFOKMED NO. 1 


Promulgate and effect the execution of the (1) policies, 
(2) executive and administrative work, (3) statutory powers and 
‘duties as provided under the Conmerce Law. and other applicable 

statutes, 


PURPOSE 


~The performance of the statutory powers and duties provided 
by Law. . 


RiFSRENCH 
S Act 51, 1939, P. L. 142 
S Act 125, 1941, P. L. 275 
S Act 35, 1937, P. L. 109 
S act 32, 1936 Spec., P. L. 8l 
PERSONNEL 
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ACTIVITY PaFORLED NO. 2 


promulgate and effect the execution of the (1) policies, 
(2) executive and administrative worn, (3) statutory powers and 
duties as provided under the Commerce Law and the Aduinistrative 
Code and the direction of the Industrial Function of tue department. 


VPURPOS is 


The performance of the statutory powers and duties provided 
by law and the promulgation and direction of a progran of effective 
promotion and encouragement of business, industry and commerce in 
the Commonwealth. 


S Act 224, 1933, P. lL. 1001 as amended by Act 203, 


1943, P. L. 451 
S Administrative Code, Art. XXV-B 
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DEPARTHENT OF COMMERCE 
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BXECUTIVE 


ACTIVITY PRRFORERD NO. 3 


Executive and administrative secretarial, stenographic, 
correspondence and typing service. 


PURPOSE 


berformance of official and confidential secretarial duties 
for the executive officers of the department, 


REF nRCE 
S act 224, 1933, ». L. 1001 as 
amended by act 201, 1943, 1. L. 451 
S Admanistrative Code, Art. XXV-B 
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ACTIVITY PERFOHEED NO. & 


Acting as executive assistant to the Secretury und tne Deputy 
Secretary (1) direct the organizational procedure of the department 
(2) compile specialized informational sumunaries as required (3) 
prepare specialized correspondence (4) compile and prepare information 
for specialized reports (5) act in an advisory capacity in the adminis- 
Q p 
tration of the department and (6) liaison between Department of 
t ; iS 
Comaerce and departinents of state government. 


PURPOSE 


The effective general administration of the Department of 
Commerce, State Planning Board, Pennsylvania Aeronautica Commission 


ad 1 


and the comuissions under the direction of the departnent. 


KEPERMNCE 
$ Act 224, 1933, P. L. 1001 as 
amended by Act 201, 1943, 


Yo Ls 451 
S Administrative Coge, Art. XXV-8 
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DEPARTEIONT OF COM ON RCE 


ABCUTIVE 


ACTIVITY PERFORMED NO. 5 


Chauffeur service for the executive officers of the department 
as rejuired, 


PURPOSE 
Accomplishnent of motor travel under the official duties of 
tne department. ; 


RSFEWUCE 
© ACh nek, 3933, Pe Ls. 1001 as : 
amended by ct 201, i943, 
Pe is ton 


S Administrative Code, Art. XxV-B 
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ACTIVITY PERFORMED KO. 6 


Receptionist service for the executive officers end the 
administrative neads of the department. 


PURPOS# 


Routing of callers and visitors on official business to the proper 
functional contact. 


AEP nNC 
& Act 22), 1933, Fs 1.°1001 as 
amended by Act 201, 1943, 
Pp. L. AdL 
S Administrative Code, Art. XXV-B 
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A ACCOUNTS NG & AD DNISTRATION 


ACTIVITY FiiiFORLED NO. 1 


Act as Conptroller of tne Department of Commerce including 
(1) the preparation of biennial budgets (2) direct the personnel 
system of the department; (3) inaintain direct fiscal control of 
advertising prourius and budget; recreationul and industrial, 
assutiiny full responsibility for the financial contucts bebaes 
department and advertising agencies; (4) direct tne vrocuresent 
progran covering operating supplies and services for the depart- 


ment; (5) supervise tue procurement program of printing for the 


department including the direct contact with printers on specialized 
literature and the preparation of specifications and production 
mechanics on special bid printings other than routine printing 
supplies and materials, 


PURPOS Is 


Direct and administer the fiseal control of all departmental 
operations, including the department proper, State Planning Soard, 
tne Pennsylvania Aeronautics Commission, the Commission on Inter- 
State Cooper:tion. 


RAPER EUCE 
SB ACG OL, 1999, Pe Le EL 
S Act 125, 1941, FP. L. 275 
S fet) 35, 19373. Pe Es 109 
S Acy  32,-1930, Spec. Ps Lb. 6h 
® Act 22h, 1933, Ps Le 2OUL as 


amended by Act 201, 1943, 
P. Le. 45k 
S administrative Code 
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ACCOUNTING & ADLINISTHATION 
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ACTIVITY PERFORMED NO. 2 


Acting as assistant to the Comptroller (1) assist in the 
preparation of biennial budgets; (2) under direction, prepare all 
personnel files as re uired under departmental operations; (3) 
control payments for advertising: under the functional prograus of 
the department; (4) assuue responsibility for the preparation of 
requisitions covering procurement of operating supplies, and 
services and printing; (5) assume responsibility for the preparation 
of salary and per dieu payrolls and the coding and preparation of 
direct accounting requisitions; {6) compile and direct the prepara- 
tion of revenue transmittals and refunds; (7) with minimum direction 
and supervision, facilitate the smooth operation of all departmental 
functions; (8) related correspondence. 


PURPOSE 


- With minimum supervision, assist in the administration and 
direction of tine fiscal control of the department, including State 
Planning Board, Aeronautics Comaission, Cownsission on Interstate 
Cooperation. 
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act 32, 1936, Spec. P. L. 81 
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ACCOUNTING & ADELVISTRATION 


ACTIVITY PiuFORMED NO. 3 


Compilation and interpretation of appropriation expenditures 
and related application of approved budget estimates under tne 
prescribed and rejuired systems of booxxneeping, accounting and 
reporting, including all records such as expenditure control 
ledgers, comaitment controls of purchases und printing; functional 
ledgers for industrial and recreational expenditures, personnel 
attendance records, withholding tax accumulations; specific 
analyses as reyuired by the Comptroller's Office relative, to the 
detailed fiscal operation of the department; related records, 


PURPOS® 


Budvetary and appropriation liability control of departinental 
expenditures. 


REPENHESCH 


S Act Sl, 1939, P. Is, 1d 

S act 125, 1941, P. L. 275 
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ACTIVITY PiWiiPORLED NO. & 


Administrative and fisesl secretarial, stenographic, 
correspondence and typing service including the preparation, 
under direction, of ali purchase end printing revuisitions, 
accounting reports und sumiarles, advertising estimates and 
affidavits of publication, leases and licenses, budgets and : 
related fiscal documents. Ferform duties relative to the 
Specialized Robotype reproduction aquipment in the department, 
including the preparation of master rolls and operation of 
machines. 


FURPOsS ¥ 


General secretarial and typing service in part to the 
Comptroller's Office am related activities. 


AMFERENC I 


Act 51, 1939, P. L. lil 

Kev deo, 1941, 1. Le 275 

BGI Dg LIA sy Pas die doe 

fev 32,1936, Spec. ¥. LAL 
Act 224, 1933, 1. L. LOOL as 
amended by Act 201, 41943. 
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ACCOUNTING & ADMINISTRATION 
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ACTIVITY PORFORMED NO. 5 — | 


Compilation and preparation of detailed analyses of miscellaneous 
and minor accounting records such as, automobile costs, advertising 
analyses, functional sumsaries and breasdowns, inter-departmental 
reports and generai clerical wora of a varied nature as required. 


FURPOSE 


Compilation and enalyses of expenditures for specific reports to 
other departments of state government and informational summaries as 
required from tine to tine. 


REFERENCE 
S Act 51, 1939, P. L. Lil 
Sheet 120, 2041, Fo i. 275 
BUNGE 005 ee Jia Pe tac 10g 
o ACL Se, 1956, Spec. Fs Lise SL 
S Act 224, 1933, FP. L. 1001 as 


amended by Act 201, 1943, 
Po is BbL 
S Administrative Code 
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DEPARTRENT OF COi2UKCE 


ACCOUNTING & ADLUNIS TRATION 


ACTIVITY PURFCRUED NO. 6 


iaintenance and operation of the major industrial mailing lists 
of tne department (15,00G plates) and the preparation for cass mailings 
as directed; direction of the mechanics of preparing mailing for release, 
including the special maiiings as directed by tne administrative heads 
of the department; mailing Lists muintenance includes the addition and 
deletion of numes as directed; general mailing function of the depart- 
ment including daily tabulation of postage expenditures and compilation 
of report for Postul Authorities as required under use of mailing machine. 


PURPOSE 


Current meintenance of mailing Lists of approximately 8M out of stute 
major industrial firme and 7M industrial firms within the Commonwealth 
employing over 125 employes in operation; facilitate the group mailings 
of the department using entire lists or selected classifications as re- 
quired due to the nature of the releuse. 


REFERENCES 
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INDUSTRLAL PROMOTION 


ACTLVITY PERFORMED NO. 1 


Througn direct field contacts with individual business men and 
leaders in local organizations; (1) supply and interpret economic data 
pertinent to particular problems and localities; (2) suggest ieans of 
meeting adverse business and industrial situations; (3) aid in the 
buiiding of Local promotional ‘organization; (4) assist in maxing contacts 
with new industrial prospects, cooperating in related negotiations; (5) 
facilitate contucts with regulatory governments). agencies; (6) stimulate 
local and regional auction; (7) perform special field surveys required 
under Industrial Function of the Department. 


PUHPOSE 
Promotion and encouragement of the prosperous development and the 


protection of the legitimate interests and welfure of Pennsylvania 
business, industry and commerce, within and without the Commonwealth. 


REF PENCE 
S Act 51, Session 1939, Section 3 
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DEPARTMENT OF COMAGRCE 
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INDUSTHEAL FROLOTION 


ACTIVITY PshFORMED NO. « 


Adwinistrative secretarial, stenographic, correspondence and 
typing service. 


PURPOSE 


Performance of secreturial duties for industrial representatives. 


KEFSUENCE — ‘ 


S Act 51, Session 1939, Section 3 
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BUR@aU_OF PUBLICITY 


ACTIVITY PERFORMED NO. 1 
General 


1. Preparing, assembiinz, analyzing aad disseminating informational 
material concerning matters of public interest descriptive of the various 
functionai activities of the depertisent; industrial, aeronautics, inter- 
State cooperation, anthracite coal activity, planning, and related subjects 
as required; preparation of copy for publications used in the functional 
operations of the department including news sheets as published. 


PURFOSE 


Publicizing and promoting the activities of the department including 
the several functions; cooperation in general publicity and cooperation 
with the several departments of stete government; preparation and analysis 


of material for use in correspondence referred by the Governor's Office. 


- 


REFERENCE 
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BUREAU _OF PUBLICITY 


ACTIVITY PERFORKLED NO. 2. 
General 


Performance of photographic services for the department; filming, 
developing and production of prints as required, fixed subject and motion 
pictures. Subjects covered on both functions, such as, scenic views, road 
sections, historic sites, recreational sites, industrial plants, aeronautical 
subjects, pnotoyrapnic coverage of formally programed events, such as, the 
Governor's Conference, etc. pictures and prints produced used in the 
literature and publications of the department and in tie publicity: program 
through national publicationa and newspapers of the United States; projection 
of departmental films for organizations throughout Pennsylvania. 


PURPOSE 

Production of photographic prints and motion pictures covering the 
requirements of the publicity programs of the department. Cooperation 
With departments of state government requesting photographic services. 


REFERENCE 


Act 51, 1939, P. L. 112 
Act 125, 1941, P. L. 275 

Wet 35, 49375. Pe Gv, 109 

Act 32, 1936 Spec. P. L. 8 

Ret 22k, 2933, P. Ls, L00L as 
amended by Act 201, 1943, F. L. 451 
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ACTIVITY P#RFORMED NO. 1 
Tourist and Recreational, 


Direction and administration of a program of information advertis- 
ing and publicity relating to the educational, recreational, scenic, 
historic and highway faciiities of the Commonwealth including the 
direction of the Tourist & Kecreational Bureau; the preparation and 
review of copy requirements of the tourist and recreational national 
advertising program; editing and publishing of bureau clip sheet; the 
preparation of tourist & recreational literature and publications; 
represent the Commonwealth or organizations promoting the tourist and 
recreational promotion of the United States; all related duties. 


PURVOSE 
-Publicizing and otherwise promoting the tourist travel facilities, 


advantages and attractions of the Commonwealth and all political sub- 
divisions, using all type of medie. 


REPERENC ES 


Act 51, 1939, Sec. 4, P. Le 112 
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BUREAU OF PUBLICITY 


ACTIVITY PERFOHLED NO. 2 
Tourist and Recreational 


Administrative secretarial, stenozrapjic, correspondence 
and typing service. 


FURPOSE 


Performance of secretarial duties for functional director. 


REPERENCI 


BCG 51, 1939, Sec. A, Ps te LiZ 
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BUREAU _OF PUBLICITY 


‘ACTIVITY PHAFOWLED NO. 3 

ZJourist and hecreational 

Preparation of specialized correspondence in answer to specific 
requests for tourist and recreational information and the routine super- 
vision of compliance with requests for information and Literature pertain- 
ing to the tourist, recreational, scenic and historic facilities of the 
Commonwealth. (Note - Requests total’ more than 1500 each month under 
current restricted advertising program). Stenographic and typing 
service as rejuired. 


PURPOSE 
Performance of & tourist and recreatlonal service as offered in 
the advertising copy under the functional program of information and 


publicity; dissemination of specific information relative to the 
Several phases of the tourist and recreational progra:a, 


REF URNCE 


Act 51, 1939, Sec. 4, F. L. lle 
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BUKEAU OF PUBLICITY 


nm etameremer 


ACTIVITY PRRFORLED NO. 4 

Tourist and Recreational 

Compilation and analysis of returns from functional advertising 
program based on inguiries received and accumulated daily and monthly 


on the basis of geographical source and wedia (state and publication) 
and the preparation of supplewentary related studies. — 


PURPOSE 


~ 


Compilation of analyticul statistical data relative to the 
effectiveness of functional publicity program; statistics used in 
the final determination of geograpnic coverage and media utilized 
in subsecuent publicity senedules. 


REFERENCE 


Act 51, 1939, Sec. 4, P. L. 112 
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STATE CLIPPING BURGAU 


Neen ne am a eed 


ACTIVITY PERFORMED NO. 1 


-Direction and supervision of newspaper clapping service and 
research unit; direction and supervision of the activities of 
approximately ten clipping cleras and the collection of special 
files of newspaper clippings with related research work of 
pertinent subject matter as recuired under special requests 
addressed to tne unit. 


PURPOSE 

Provide clipping service to the several departments of state 
government which clippings indicate tne resuits of the promotional 
and educational prograus of the individuar departments, determination 
of the editorial reaction to tne work of the severe) departments and 
the analysis of similar activities being pursued in the forty-seven 
states along simiiar lines or progranis. 


REFERENCE 


Act 51, Seasion 1939, P. L. Lil 
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STATE CLIPPING BUREAU 


ACTiVITY PSRFORMED NO. 2 


Clipping an assigned number of daily, weealy and bi-monthly 
newspapers and publications requiring a.specialiued snowledge of 
the functions of state government, removing erticies and clippings 
related to the activities of the several departments und trans- 
mitting to the proper unit. 


PURPOSE 

To provide a complete clipping service to the several departments 
of state government; provide specialized treatment of specific subjects 
as requested by any of the departments covering information available, 
at tiie tine, only through newspapers, magazines and otner publications. 


‘ 


REF EREICE : 


Act 51, Session 1939, FP. L. lil 
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Note: Seven Clipping Cleras are assigned by 


participating departments. 
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EXECUTIVE aDMINISTHATIVE 


ACTIVITY TSRFORMED NO. 1 

as executive director asply the statutory powers and duties of 
the Aeronautical Code and effect the policies and the administrative 
operation of the aviation function as promulgated by the Pennsylvania 
Aeronautics Commission; direct the regulatory powers and promulgate 
rules and regulations for the oneration of aireruft and alrports within 
the state; maintain contacts and represent the Commonwealth in dealings 
with the Federal jeronautics idministration and related state bodies; 
maintain close contact with the legislative program of the Federal 
Government and State governments relative to aviation activities; 
maintain close contact with the transport airlines as such activities 
affect the operations of the Corsiss ion. 


PURPOSE 


Organization, administration und supervision of the functions 
of the Commission under the Aeronautical Code. 


HEF RABNCI 


S - act 224, 1933, P. L. 1OUL as amended by Act 202, 
1943, P. Le 451. 
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EXECUTIVE ADL ISTRATIVE 


ee Te Re ED 


ACTIVITY PERFORLED NO, 2 


bxecutive and administrative secretarial, st ini sc dale 
correspondence and typing service. 





Performance of official and confidentinl secretarial duties 
for ’the executive director of the Commission. 





‘“S - Act <24, 1933, P. L. 1O01L as amended by Act 201, 
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EXBCUPLVE ADVih ISTHATIVE 


ACTIVITY PURFORURD Mo. 3 


Coordination of the adnuinistrative and fiscal control of the 
Aeronautics Conalssion with tne Departisent of Commerce; fiscal control 
of the appropriations of the Commission; liaison between the Commission 
and stute departments relutive to leases of facilities, services and 
concessions; preparation of budgets; procurement of special services 
under maintenance projects at the airport. 


assisting in the execubive ana uiinistrative operation of the 
Commission; specialized service relatsve to isaintenance projects at 
the state airports. 
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EXECUTIVE ADMINISTRATIVE 


ACTIVITY PERFORMED NO. 4 

Coordination of the detailed fiscal operations of the Comaission 
With the fiscal olfice of the Depurtment of Comnerce; compilation of time 
reports for per dien employes of the Commission; procurement of operating 
Supplies end services for the Commission; collection of monies and 
preparation of request for billings covering the several airport 
services involving income to the Comzonwealtoa; functional analysis 
of expenditures. 


PURFOS iy 


ASsisting in the fiscal control of the Commission. 


iP CT 


S- Act 22h, 1933, P. L. LOOL as amended by Act 201, 
1943, PF. le 452. 
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EXECUTIVE ADMINISTRATIVE 


ACTIVITY PERFORMED MO. 5 
Develop and prepare pans , designs and drawings for proposed airport 
construction and expansion projects, assuming the responsibility for 


the preparation of releted reports, estimubes, specifications and 
data: cooperate in similar programs with Federal and state units. 
3 Pr r &> ers 


PURPOS it 
Provide a technicat advisory service und act in aun advisory capacity 


to the political subdivisions of the Comnonwealth in the planning, 
construction or expansion of new or existing airports. 
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ACTIVITY PunFORLED NG. 6 
EO pre FEE yn 

Preparation, asseubling, analyzing and Gisseminating information 
Materiul concerning matters of public interest descriptive of the 
aeronauticul activities of the State; editing and preparation of the 
publications of the Commission. 


PURPOSE 


Publicizing and otherwise promoting the aeronautical activities 
of the Coumission and aviation activities on a State-wide basis. 
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ACTIVITY PVRFOWED NO. 7 


Gperation of telephone eswitchbourd at the Administration Building, 
Karrisburg Airport. 


PURPOS ht 


Provide telephone service on all truna lines ut Airport. 
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KEP oI RAIC 
S - act £24, 1933, P. L. lovl as amended by act £01, 1943, 
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PYSNSYLVANIA AKKONAUTICS COMMISSION 


INSPRCTION & BNPORCKMENT 


ACTIVITY PERFOWND NO. 1 


Inspect airports and enforce regulations provided by the 
Aeronauticul Code reiative to tne inspection and iicensing of 
airports, navigation facilities, air traffic rules, civil airways, 
ce accidents, student flying schools, aerial beacon lights, 

gnt flying facilities, etc. in conjunction with rules and regula~ 
a promulgated under executive action of the Conini sion. 


PURPOSE 
Provide sufe and adeyuate field facilities for the operation 
of aircraft in the Commonwealth, to enforce regulations des signated 


to effect the continuance of safe flying conditions on the civil 
airways of the Comnorwealth, — 


RGF LGN Es: 


S - Act 224, 1933, P. L. 1002 as amended by Act 201, 1943, 
P. L. 451 
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ACTIVITY PERFORMED RO. 2 


oe ees 


Promotional and educational program of establishment, development 
and expansion of air navigation fecilities througn contacts with officials 
of political subdivisions, civic clubs, chunber of commerce and Lixe 
groups in a technical advisory capacity; attendance at planning meetings 
and delivering talus as rejuired. 


PURPOSE 


Promotion and encouragement of development of aviation in the 
Commonwealth. 


REFEFREUCE 


S - Act 224, 1933, P. L. LOOL as anended by Act 201, 1943, 
P, Lb. 451 
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‘Pilot state owned planes as revuired under official duties 
of the Commission. 
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ACTIVITY PSHFORMED WO. 4 


Complete file, properly indexed, malntained for ail planes 
and pilots licensed and registered from the Commonwealth; files 
cover all controls by license nwaber, name, geographical Location 
for ready reference in the event of emergency, theft of equipment 
or iiufraction of flying rules and regulation, 


PURLOS bh 
naintain control files of aircraft and pilots licensed in 
the Coimnornwealth. 


LEFERENCK 


5 sae! ey ies 593354 Re * ee ae as eis nded by ACG eUL, L943; 
ran 


+7 
' he ~~ 

\ 

r . 
~ . 
' 

' 
* 





DEPARTMENT OF COMNSKCE 


Pu INSYLVANIA AEKONAUTICS COLDVISSLON 


A meet ge 


AIRPORT UAINTBNALCE 


ACTIVITY P2kFORLED NO. 1 
ee 

Superintend the operation and detailed maintenance of all state 
owned airports under the contro. of the Commission including the direction 
of the maintenance of ull hangars and administration buildings, runways, 
lighting systems, drainsze systens, etc. 


PULPOSE 


- aintenance of airports in condition for normal flying operations. 


REFERENCE 


Act 224, Session 1933, FP. L, LOOL as amended by Act 201, 
Session 1943, P. L. 451 
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PURPOSE 


-Raintain all equipment recuired for operatic 
in first class condition. 


of airport facilities 
REFEREICE 
Act 224, ta 1933, P. L. L001 as amended by Act 201 
Session 1943, iv. L. 451. ; 
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ACTIVITY PERFORLED KO. 3 





echanicai maintenance of passenger cars, trucas, tractors, 
rollers used in the mintenance operations at the harrisburg Airport. 


PURPOSE 


Laintain all automotive equipment in first class operating condition. 


REP aRGNCE 


Act <24, Session 1933, 2. L. LUOL as amended by act 201, 
session. 19.3, °P. L. 451, 


PistSOuNEL 


1 (F) 


TVA em fy tplt sree 
DEVARTRENT OF COLMERCI 
weet US ME OR 


PENNSYLVANIA ABSRONAUT LCS COiI15SL0N 





AIRPORT HALNTENANCH 


ACTIVITY PSRFOREED NO. & 


Mechanical maintenance, inspection, adjustment, repair and 
cleaning of state owned aircraft. (4 planes) 


PURPOS i: 


. 


Maintain aircreft in first class operating condition. 


RisFENEN CL 


Act 224, Session 1933, P. L. LOCL as amended by Act 201, 
Session 1943, b. L. 451. 
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ACTAVITY PonFORD NO. 5 


Janitorial service at tue \dninistretion Bu.lding and Hangar 
at the Harrisburg sirport. 


PURPOSE 


Daily cleaning of offices, hangar, grounds and facilities. 
Day and night service. 


REFMASUCE 





Act 224, Session 1933, P. L. 1OUL as amended by Act 201, 
Session 1943, P. L. 451. . 
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ACTIVITY PeERbPOnkD WC. 6 


Generali maintenance wora at the Herrisburg Airport including 
maintenance and repair of buiidings, runways, sod, drainage, painting, 
snow removal, operetion of automotive ecuipment, etc. 


PURFOSE - ; 


ms 


Maintenance of Harrisburg Airport in a 


1 adecuate and safe 
operating condition. 


REP ish Cl 


Act 224, Session 1933, P. lL. LOOL as awended by act 201, 
Session 1943, bk. L. 451. 
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STATE PLANNING BOARD 


EXECUTIVE & ADLANISTRaTIVE BUREAU | 


, 


ACTIVITY PERFORMED NO. a 
Executive 


Executive Director of the program of the State Flanning Board: 
Supervising its staff; formulating and executing its research and 
planning program with the objestives of guiding the physical develop~ 
ment of tie Commonwealth and of providin:; the research basis for the 
industrial development programu of the Department of Commerce; advising 
_with heads of Stute Departments and with local, regional and inter- 
state officials, civic and industrial leaders, etc.; giving talas, 
preparing articles and supervising publications of bulletins, etc. 


PURPOSE 


The performance of the statutory powers and duties provided 
by law. 


KEFERMNCE 


3 Act 32, Session 1936 (Special 
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O Het OF April Gas 1729, Ps ole 177 
as Amended, Art. X<V-B, Sec 2502~B 
(P. L. 1OL ~ 1939) 


PERS ONNIEL 


1 (F) 








hall wets 
iL’ 4) A 
Om 
ie anf 
2 1age-edt wotelve 
a MOTO eed i 
ne) off to ae 
wolevel Lo sengeal 
wl tute to ebaefla 
Mh rts \  elalottts 


telolwvs ws 








SPARTHANT OF Cube 21 
ae Te Aan ere aera 


STATE F LAWN, ING. _BOan 
Es DELON, Sei aia 


EXECUTIVE & ADMINISTRATIVE | BUIEAD 


eer eee 


ACTIVITY PERFORMED Ne. 2 
Executive 


-Execubive and administrative secretarial, sbenographic, 


% 
correspondence and typing servic 


PURPOSE 


Performance of 





offic: and confides sntieal secretarial duties 
for the’ executive officer of one Board, 


REFERENCE 
S Act 32, Session 1936 (Special 


Pe lige Ble oa 


S act of April 9 1929, P. L. 177. 
as Amended, art. XXV-B, See 2502-B 
(ee oe ~ 1939) 
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Administrative 


ACTIVITY PERFORMED NO. 1 


Administration and general supervision of the functional 
operations of the office and staff-of the State Planning Board as 
Administrative Assistant to the Executive Director: Maintaining 
os 


personnel records, inventories of. supplies, publications, etc.; 
Supervising mail, messenger, mimeograph, typing and stenographic 
services: neinbaining mailing lists and Sil high oer mailing of _— 
bulletins, etc.3; maintaining record of sta att travel schedules, 
expense aecounts, CUS. 5 maintain official minutes of Board Meetings; 
etc. a = 
PURPOSE 


General administrative control of the operations of: the Board 
and coordination with the-ad sence oeage e operations of the Department of 
Commerce under direction of executive head. 


ACTIVITY PERFORMED NO..2 


' Executive and sdminisbrobive secretarial, stenographic, 
' correspondence and typing service. 
PURPOSE 7 = ; 


Stenographic and typing activity for members of the staff. 


ACTIVITY PERFORMED No. 3 


Distribution and collection of inter-de pie artmental mail and the 
tates F rvi 


transmittal of mail via United § ce. 
PURPOSE - 
Mail and messenger service under departmental cperations: 
REFERENCE | 
S Act 32, Session 1936 (Special) FP. L. @ 
S Act of ta ae 1929, P. L. i77 as amended, 
PERSONNEL F 
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Research 


ACTIVITY PERFORM@D NO. 1 


Plan, supervise or cxecute research projects under the 
planning and research program of the Board covering diverse subjects - 
such as, analysis of industrial trends, determination of population 
changes, development of new ees opportunities, recommendations 
on local planning projects, etc.; compilation and preparation of 
technical reports as required; represent the Director and the Board 
in inter~departmental conferences; consult with local officials and 
civic agencies and give taiks as reouired. 


PURPOSE 


Tecommirenen tL of the research and planning program of the Board. 


ACTIVITY PERFORMED NO. 2 


Administrative ee echnical secretarial, stenographic corres~ 
pondence and typing service posters g related clerical and research duties. 
PURPOSE 

Accomplishnent of clerical assistance to research staff of the 
Board. . 

PERS ONNEL 
(F) 
STATISTICS 


ACTIVITY PERFORMED NO. 1 


Statistical compilation, calevlation and presentation in report 
form as required under the research needs of the Board such as population, 
industrial produetion, employment wages, increased migration of population, 
taxes, land use, conservation and resources, planning and zoning, aero- 
nautical, etc. 


PURPOSE 

Compilation and presentation of diverse statistical summaries as 
required under the research program of the Planning Bourd and the related 
program of the Department of Commerce. 


REFERENCE 


5 Act 32, Session of 1936 (Special) P. L. 81 


oa 


i { fstoege) 662k-% 
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Engineering a ana Drafting 


POS EES Le A nas 


ACTIVITY PERFORKED NO. L 


Supervision of engineering aspect of Board's program, represent-— 
ing the Board in inter—departmental relatior iships involving matters of flood 
control, water analysis, air photographs, mapping and other technical subjects; 
supervision of Pectin eas treutiment of material relating to planning subjects; 
the direction and ea of graphic presentation of statistical data; 
directiom of the drafting function of the Stute Planning Poard, 


PURPOSE 


Presentation of statistics and related ea og in Lean form 
for use of the Board ard associated planning bodies j i 
photographs and maps of the suronemans and ate napping, drafting and 
other technical operations reauired by tt n 

Commerce. 


ACTIVITY PERFORMED LO. 2 


Preparation, tracing or drawing ae open saate Re ieayamegas: of data 
and material dealing with planning subjects for report 3, plans or displays 
and the interpretations and illastrations of maps and air photographic maps 
as required under the planning and research functions of the Board. 


PURFOSE 
Accomplishment of a drafting and illustration function in all 


degrees of difficulty as required mmder the functional operations of the 
Board and the Department of Commerce, 


REFERENCE 


S Act 32, Session 1936 (Special) 
P. L. Ql 
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Handicrafts 


ACTIVITY PERFORMED NO. 1 

Executien and application. of a technical and specialized 
advisory service relative to the gishapt isha Program of the Board 
and the Department of Commerce, incl he on pakenrs us and 
presentation of handicraft diaplays end development of a 
research program in the ere field of - widi res acting in 
an advisory capacity to local groups relative to development of 
handicraft programs; giving Henonserdsiers of weaving, rug maxing, 
pottery making and metalwors. 
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PURPOSE 


“rogram of productive 


ian 
“ 
“4 
rel 
B 
i . J 
WW 
o 
ree 
° 
Ry 
> 
oy 
K 
O 
a9 
a 
rg = 
ne 


The development un pans 
employment in-the handicraft field. 


PERSONNEL 


iva P) 


Library & Classified Data 


ACTIVITY PERFOREED NO. 1 


Organization, eee nat iae: filing and eroess-indexing of 
library files of classified data, drawings, publications, corres- 
pondence and materiais relative to planmiing subjects and serviding 
requests therefor. : 


PURPOSE 
Development and maintenance of a specialized planning Rey 
service. 
REFERENCE 
S Act. 32, Session 1936 (Special) 
Pe Ley 61 
PERSONNEL 
2 (F) 
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| Preparing, Saatanuese. sting informational 
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phases of post-war planning 
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REFERENCE 
S Act 91, 1943, PL 90 
PERSONNEL 
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iss SESS “age@areh projecta under the post-war 
lennin and reasareh program of the Soom ant ots Sever such subjects ea 
Pp. Pros 3 
conversion of war plants for post-war neoda; dcevslopment of post-war 
markete, étes; compilation and prapsrstion ef technical reports as req- 
quired: repregant the Director and ghe commission in iDber-Gspartmsental 
conferences esnaul “cith local officiale and civis agencies and give telics 
e. ? 
-€8 Tequired. 
| > 2, smintatretive aad teshaical aseratarial, stenographic sorres~ 
pondence end typing aEvice jacinded in related stetistieai and research 
duties. i 
% Accumuletion end maintenance and indexing of library filee of 
claspified deta, pupa easions end materiale relative to post-wer plenning 
sub jecte. 
PURPOSE 
de Organization and execution of research and postewer plasning 


ficel dssietance to Director of Research 


ener ace of files of poat-wer pisining 











JDuINISTHARTON BUREAU 
Executive 
ACTIVITY PERFORMED NO. 1 
a. Usatians Board of Fish Conmissionars--~Directors Federation 


© 
of Sportsmen's Clubs--Sanitary ater Roard--Wat 
Board=--Stete Park and BoECe Commission-~Atlenti 
Commission. 


ar 
er and Power Resources 
ic States Marine Fisheries 


b. Conferences with etme Officers of Federation of Sports- 
4 


men's pears nd meetings Sportsmen's Clubs and paneer ari 
sections of Co ommonnealth: and other civic groups interested in conservation. 
ce Set ay programs for stocaing-~surveys of streams-~stream 


improvement--protection. 


_ d@. Prepare and control exeminations various employes under 
protection services, and maintain an Officers' Training School. 


PURPOSE 


To put inte effect the policies of the Board, amd through 
conferences set up an equitable program covering stocxing and protection, 
thereby more adequately mceting the wishes of the fishermen of the 
Commonwealth. 


To build up an efficient protection force through examination 
and personal instruction in the requirements and dubies of an officer. 


REFERENCE 
S - Act of May 2, 1925, 
as Lis LL, “sec. 285. 
Administrative Codes, 
Sections 302, 431, 434, 
2703-2706 inc. 
PERSONNEL 
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Budget and Accounting 
ACTIVITY PERFORMED NO. 2 

Preparation of Budget and finenciel statements--Purchase of 
Supplies for all operations--Audit and payment of all bills and expense 


vouchers—Preparation of payrolls und disbursements of checks-- 
Control transmittals to Department of Revenue. 


PURPOSE 


To provide a control on all. expenditures and maintain adequate 
accounting records. 


REF URENCE 


S => Act of May 2, 1925, 
Po das 1S, ee 2 285. 


PERSONNEL 
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Record ami Filing Se etion 


ACTIVITY PERFOHMED NO. 3 


a. waintain subject and general files covering all operations 
of Board. 


b. Maintain stream, lake and pond card file covering approved 
‘waters of the Commonweelth. 


¢. Maintain card file and ieee aaa nee plate file covering sub- 
scribers to Angler. 


d. Waintain control file Speelul Fish Wardens, Commercial Hatcheries, 
Special Permits. 

e. Haintain prosecuts Lon files covering all violations of Fish Code. 
retirement, payroll deductions. 


f. Maintein personnel files 


@- Maintain files purchases of ull supplies for 10 hatcheries, 
central office, printing, binding, ete. 


' 


te. nh, Maintain records resorts distribution of fish, mileage and 
cost reports automobile equiprent, etc. 


i. Maintain inventory records of Board's various hatcheries, 
office supplies, equipment, etc. 
j- Maintain file returns on sale of. fishing: Licenses from County 
Treasurers und Agents. 


PURPOSE 


To preserve recerds of the Board so that any } particular ease or 
item of correspondence will be availeble. 


’ 


all waters stocked by 


¢ 
ba) 


To provide und seep up te date an index o 
the Board for public information. 


fo provide record of ail persons receiving the Angler for purposes 
of checking subscriptions, ete. 


To provide record covering each appointment--commercial hatcheries 
licensed and special permits issued. Z 


fo provide a control on ali arrests for violation of fish laws and 
maintain indexed files covering all prosecutions 


To provide an accurute record of all employes. 


To provide necessary records for puyment of bills. 


POL IDSE 


eect kert 


4 % 


as 


titedeeios 


‘nied .d 





‘Leow noma eg) ha 






not Est 








ry i 


4p 






fo provide a monthly control on the distribution of fish, 
from which the yearly statement is compiled which is sent to all 
associations for thelr informetion. 





To maintain up to date inventory and have centrol over 
purchases of equipment and supplies, 


. To have available list of persons taxing out fishing Licenses 
by counties. 


REFERENCE 


3S - Act of sy 2, 1925, 
Pe ie AB , Dec. 265. 


PERSONNEL 
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Cooperation with Other Departiients 


ACTIVITY PERFORESD NO, 4 





a. Sanitary Water Board:- epere und transmit reports on 
pollution of waters as subnitte ad by investigators--Prosecute all cases 
referred to Board-~Checx and file minutes of meetings in so far as 
the Board of Fish Commissioners is concerned=-,jhen so instructed 


contact industry on cocperative programs-—Maintein checx file all cases. 


b. ater and Power Resources Bosrd:- Mase investigation 
of channel changes and dam construction throughout Commonwealth-—Maxe 
check of all impounding dams for municipal water supplies and industry--~ 
Maintain file with complete record on sach investigation. 


PURPOSE 


¢ interes xs of che fishermen and have corrective 


To protect th 
ere streams are polluted and make prosecutions for 


measures tanen whe 
damaze done. 


re 
Yu 
£ 


To ashe the fish pain channel changes are made and through 
the Water and Power Resource savor to keep all new waters 
created open to fe 


REFERENCE 


S - Administrative Code, 
Sec. 439, 


5 - Administrative Code, 
See. 431 


PERSONNEL 
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ACTIVITY PRRFORKSP NC. 5 


Steere 


Erect and supervise exhibits of fish at various sportsmen's 
shows and meetings of individual groups. 


PURPOSE 


’ To -bring before the public a visual picture of what is bei 
: é baad 3 
done through stocking, streani zmprovement, otc. 
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BOARD OF FISH CONMI: 
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PROTECTION OR ENFORCEMENT BUREAU 


pasate em ce cares 





ACTIVITY PERFORMED No. 1 


i. Protect streams, laxes and ponds from violation of fish 
laws as to size, season, number of fish caught, etc. Enforcement of 
ae I 3 . oe ) : 
laws pertaining to ollution of waters, referring special cases to 
S 3 wm] 
Sanitary water SYoarc,. Depertirwent of Health. 


2. Survey waters for stecsing purposes. Also assist groups 
in stream improvernents and dan constructior 


3. Direct and assist stocking approved waters and patrol areas 
during and after stocking.. 


4. Attend meetings of sportsmen's groups and civic organizations 
setting forth program of Board. Assist in organizing Junior Conservation 
groups. 


>- Patrol waters for violations of rules and regulations zgovern- 
ing operation of motor boats as set up by the Board; investigation where 
damage is done to stream bands by motor boats, etc. 


ublons such as channel changes, drawing 


6. Mase special investiga 
gulations set up by Bourd, etc. 


t 
down dams, repairs to dams, new r 


5 
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PURPOSE 


: To enforce the fish laws and protect and preserve the more than 
5,000 miles of open waters ane 139,400 acres of lakes and ponds which are 
now open to public fishing, and through cooperation with the various groups 
of sportsmen increase we holding capacity of waters through stream improve- 
ment, etc. 


To do everything possible to keep those streams and waters pure 
which are unpolluted, and through the Sanitary ‘ater Board work with 
individuals and industry toward Berne or improving conditions where 
pollution occurs. 

REFERENCE 


SeAct of May 2, 1925, P. L. 448, Sec. 256. 
Administrative Code Sec. 2701 (c). 
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HATCHING, PROPSGATI 





DISTRIBUTION OF FISH 
SAE ET ERT RE a a EN 


ACTIVITY PERFORMED 


1. Hatching and Propagation Servi ce:--The operation of 
10 major fish hatcheries or fish farws-~3 combination warm water and 
trout hatcheries, 4 warm water hatcheries, 3 trout habcheries--which 


~ involves the raising of the fish to the size for distribution. 


. 2. Distribution Service:~-The distribution of the output of 

1O hatcheries at practically al] seasens of the year to approved waters 

of the Commonwealth. This work ake all done with the Board's own personnel 
and equipment, and the species distributed ere:~Broox Trout, Brown Trout, 
Bass, Bream, Yellow Perch, Pike Perch, Catfish, Blue Pike, Cisco, White 
Fish, Pickerel, Suckers, Laxe Trout, Mianows, Frogs. 






3. Survey Service:-~Blologicsal survey of all streams, lakes and 
ponds throughcut the Commonweslth to determine the species of fish most 
Suitable and the carrying cupadity for those particular waters. Also 
olological surveys as to extent of pollution and its probable effects on 
fish life. 


3a. Scientific Studies:—~Sciantific studies are carried on at 
the hatcheries by competent biolegists en certain causes and treatments 
of various diseases. Also, collection of eges, etc. which is so essential 
to the operation of the hatcheries. 
yy 4.. Field Service:--sgupervision of hatcheries and scientific work 
an connection with different species of fish--Experimental wor« covering 
different problems confronting the Board, a 2 those occurring in any waters 
_of the Commonwealth--consultation worn asei sting associations, clubs and indi-~ 
viduals with fish cultural problems 


' §, Construction Service: =-Con G 
Completion of those already under einen Lon~ ~ Addi tions--lfa.intenanes of 
all properties under control of Board--Ci ve advice and information to those 
desiring assistance on dam construction, idl sister of locations for 
dams--~Engineering WOrkK hecessary on projects of the Board or those sponsored 
by the Board. 


Location of } of 





Persons Required on 
Location Full Time Part Time 


Bellefonte 23 
Corry 5 
Erie ue 
Yuntsdele 9 
Linesville 2 
Pleasant Mount 2 

Reynoldsdale g 

Tionesta 6 

 & Torresdale BE 
- Union City a 




















74 USS OMT ROTA 
; a ‘rah ernest nets pha valent 
: : / kan 
} 
Nui, - j : f . A 
. Ce ore, ‘cae 4 ged periodiart 
~ eG Ro gut bey eee Galen 
s eo 
\- 
~ \ 
| t' Oud, 
" ep promh aaa 


PURPOSE 


To increase the number of fish for stocxing streams and 
Waters and to provide more and better ishing areas for the 400,000 
licensed fishermen of the Commonwealth who provide the funds for 
the operation of the Roard's various activities and at the same 
time assure additional recreztional areas for the 500,000 children 
who do not come within the provisions of the license law but will 
be the fishermen of the future. 


REPERENCH 


o~ Act of May 2, 1925, 
P. L. 448, Sec. 252. 


Administrative Code, 
pec. 6/03. 
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PUBLIC INFORMATION BURZAU 
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ACTIVITY PERFORMED 


1. - Disseminate printed information Lo the fishermen and the 
public in general concerning the work of the Bosrd, ne governing 
fishing, places to go fishing, ete. 


2. Prepare offic cerned ws releases fox the presa and write 
special articles aS magazines and other publications. 

3. Conduct educattonal lectures befcre sportsmen's groups, public 
-schools, “service bodies, civic slubs, churches, ete., throughout the 
state and also show the Roard's motion pictures cepicting the numerous 
and varied phases of fish culture and the general program of the Board. 


_ . &. Publish the Pennsylveria Angler, official magazine of the 
Board, ; 

. 5. Stimulate and pramote $1 unior Conservation 
Groups through the parent sportame: 





PURPOSE 


To bring to the attention of the public the present and future 
programs of the Board on conservation tatters in genersl and acquaint 
them with the various activities, und vromote the best interests and 
general welfare of the sportsmen end ecltigens of the Commonwealth in 
the field of conservation. . 





To prepare the young psdple of the state to taxe over the problems 
of conservation and at the same time help to reduce juvenile delincuency. 


REFERENCE 


S + Act of May 2, i 
P. ti. B48, See. 285... 
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ACTIVITIES FERFORVE 





1. 


-PARSONNEL 


General supervision over all activities of the various Bureaus and 


Divisions of the Denartment as indic-ted unon the attached forme, 


conferring with the saveral Directors and Chiefs thereof, and coordi- 


nating the work, vowers ent duties oF the seme, 


2 PT 


Prescribe rnles and resulstions for the oneration of the Denartment 
the conduct of emloyes, the distribution and verforwance of their 


_work, and the custody, use, and precervation of the records, books, 


documents, and nroverty nertainine thereto. 


PERSONS JL 
2 Pt 


Fiecal control over the administretive beards and commissions es- 
teblished within the Denartrent, , 


PERSONNEL ; 
Zee . 


General sunervyision over the onerations conducted by the various 
advisory commissions connected with the Devartment. 


P SRSOUN EL 
2 PT 


¥Yorrulate Denartrental volicy and approve nrocedures in connection 
with the administration of the affairs of the Denartment, 


P ERSONTEL 
2 PT 


Establish rules enc reeulations for the control, renegement, vro- 


“tection, utilizstion, develonrent, occunenecy and use of the lend 


and resources cf State Toresiv, State Parke (ercent those placed 
by law under the ceveral Admiristrative Commissions), Pyratuning, 
and ail other pronerty under the Denartrent of Forests and Waters, 
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13. 


ourchase, gift, lease, condemnation or exchange of State Forest land, 
the establishrent of rules and resulations relatins to said lands, the 
sale of minerals, and such other matters as recuire the arvroval and 


edvice of the Commission, 


Vake recommendations to the State rorest Comtiseton concerning the 
hs | 


PERSONNEL 
eat 


‘ecommend apnointments, dismissals, nromotions, and demotions of 
employer of the Lepartmrent end its affiliated bodies; nrenare nec- 
essary naners to effect cuch changes; keen personnel cards and 
other detailed records vertalining to the ermloyes; prenare the so- 
called June list; authorize the nrevaration of change sheets, and 
the inclusion or onissinn of ner diem emmloyea on the ternorary 
payrolls, 


F SRSONN EL 
3 Pr 


Assign employes to varios nositions; defing the scone of their 


duties, and indirectly sunervise their activities, 


P ERSONN EL 
pe . 


Insnection of field work in all nhasee of the Department's varied 
onerations; consult vith District voresters and other field eroloyes. 


PERSONNEL 
3p 


Call meetings of the Geosvaphie Board, Water and Power Resources 
Boerd, and State Fores: Commiseion, and conduct such hearings in 
connection with these bodies as ray be needed; attend meetings of 
various other azencles as may be required by law or vy specific 
Apvointment, 


P EXSONN EL 
2 PT 


Plan future work, comare and Yeview nast and current activities, 
analyze exnenditures, orenare requests for avurooriations, 


PERSONNEL 
uP? 


Allocation of funds to the various Tureaus, Jiviclons, Lietricts, and 
other units of the Menartrent, and the tranefer of moneys or changes 
Of allotrents vhen essentiel, 
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14, 


15. 
and te other sovernmentel a-encies, 
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re 


18. 





Digseemination of inform ition by means of newsmaner and magazine 
articles: publication of the Derartment's Service Letter; reply 

to numerous inquiries on technical and vonmalar subjects relating to 
the vaired activities of the Denartments arrancement for attendance 
at meetings 2t which the Denartment should be represented. 


PERSONNEL EL 
a PT 


Pedra renorte and suoply information to. other State Denartments 


PERSONS J, 


PT 


Request purchase of automotive vehicles; keen current list of such 
equinment together with information concerning its condition: 
arranze for placing or transfer of cars, trucks, tractors, graders, 
and other heavy equipment; receive eee for supplemental 
gasoline and for tires and tubes from the field, and »nprove same 
in justifiable arount 93 nrepare requests for easetias for trucks, 
and rake assiecnments ef cou; pons; suvervise oreparation of various 
reports: pertaining to use of sutomotive equipment; authorize use 
of fleet cars by various members of Jepartment, keeping record of 
same and So rental payments, 


PERSONNEL | 


2 PT 


Formulation of policies and supervision in connection with the 
Governor's Disaster Cammittee and the State Evacuation Authority 


of the State Council of Defense; resnonsibility for activating 


facilities of various Dans inn oe involved; nrenaration of nro- 
cedural instructions, periodic renorts and orese releases relating 
to the foreroins, 


PERSONNEL 


2 PT 


Examination of prosnective timber sale areas estimation of amounts 
involved; determiantion of terms of eales seis over award 
of same and preparstion of penhrne ty BEG insvection of operations 
and contact with District Foresters and cnerators to assure compliance 
with the provisions of tha 2¢ rreeiment; cammilation of date regarding 
such operations. 
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19. 


el. 


fssuance of orders for trensoortation and hotel accommodations; 
ayproval of certain classes of nills, parchases, and exnenditures;: 
authorization for travel out=eof=State and alsa setween districts 
for field perssnnels saonrevel ef all new construction and major 


alterations or revairsa, 





2 ERSONN EL 
?Prt 


er of unserviceable Stete vroverty 


Authorization for the transf 
nerty and Supniies. 


to the Denartment of Pron 


PERSO! NEL 
egy 


Approve leaves of absence, making eh xecorad of same uvon cards 
provided Zor that nurpose, ‘and giving instructions for such changes 
in the salary vayrolls sea may be ne ees by reason of such leaves: 
receive and file accident reports (both of vnersonnel and equivment), 
distributing necessary covies to eonrovrinte agencies, follow up 


Cate t 


such cases, and take such action ac vay be required, 


PERSONNEL 
ore 


Prepare or supedview the preparation of forms and questionaires 
relating to personnel, dudes and funétians, fimenees, and other 
subjects involving the Devartment as a whole, 


PERSONNEL 


2 7f 


REVERENCE 
Most of the functions and activities of the Executive Office are 
cited in or made necessnry by the provisions of the Administrative 
Code as sunplemente?d by inatructicas Prom the Governor, elthouch in 
many cases the ectual nrocedure which is being follaved has developed 
as the result of Denartmental nractice and nolicy. 


PURPOSE 
fo vrovide for the effective adrinistration of the Devartment of 
Forests and Waters, 
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AOPIVISTES PERFOR =D 
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26 


3 


Receive labor pavrelis from field; audit for correctness and 
nroper distribution: calculate withholding tax deductions; 

type such deductions on veyroll: nremare reaulsitions to Auditor 
General by vrooer enecifiec annronriations: comile allotment and 
wroject dietributions; tynos same on youcher cover, 

P EXSONN @L 

5rt 


Receive invoices for materials, sumniies and equinment; verify 
with vurchase orders: audit for correctness: prenare reduisitions 
on Auditor mnie lg distribute to object accounts; cormmile 
allotment and vroject sherzres and tyne same on vouchers; filing 
and cross-reference invoices with requisitions paid. 


ra 
Os 


| PERSONNEL 


Receive traveling expense accounte; audit for correctness; prepare 


requisitions on Auditor General; distribute to object accounts: 
commlle allotment and oo changes and tyne same on vouchers. 


SONN EL | 
Pi 


Receive bills for rentals, public utility serv 


vice es; contracted 
repairs and construction; compare wlth contracts; record stetue 
of myments; audit for correctness and follow same procedure as 
in item 5, 
PERSONY EL 
6 Pf 


Type change sheets; vrevare salary requisitions, indicating deduce 
tions for retirement and withholding tax: distribute to project, 
object and allotment accounts; tyne vouchers showine proper distribution, 
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P BASONN ML 
5 Pe 


Prepare hourly and ner diem anthorizations for exnenditures from 


i 
Departmental ayoropriationg, 


PERSONNEL 
1 Po 


Cormute data and tyne requisitions for mayments in lieu of taxes: 
prever distribution and record of sare, 
PERSONNE EL 

pe a 


PURPOSS 
Provide for nroner nayment of emsloyees an@® of ville owed by the 
Denartment, 


Enter amounts earned and deducted for withholdine tax unon individual 


cards for each employee; vrevare and tyne statemente for Federal 
PS 


Government end ermloyees ehowine totals earned and deducted, 
PERSONH et, 
ne Sy 


Receive remittances from sales, rentals and fees; record same in 
rail ledger: refer ta Divieion involved; credit on account cards: 
prenare Reveme Derart ment receints ont mil to nayer: nrevare 
transrittal to Revenue Derartrent: costing in general ledzer and 
receint journal; tyning account distributions on vouchers; transmit 
voucher to field, \ 


PERSONNEL 


om, 


5 Pi 





Reconcile mail ledger with recsinte on hand plus transmittals, 


RERSONNEL - 
be a . 


Calculate accounts receivable and transmit bills for same, 
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13. 


U4, 


oe 


16. 


17. 


Receive ang dencsit in Svecial Fand advance neyvents on contrects 
; 5 © (Bice . 
and cash in lien of bexd@a;: disburse sane upon order of “ureau ine 
< ; ‘ ; 2 yo ree ay ae c : 
vohved; maintain records of all transactions relating to Soecial 


Fund, 


PERSONNEL 
LPT 


PURPOSE 
Provide for recelot of money due to the Denartinent, 


Operate Denartrent rtoreroom: fill, distribute, and shin materials, 
supplies and edulpment on stores requisitions to field add and 
various divisions and Puresus in Harrisburg Office, : 


PERSONNEL 
Le 


Receive incoming mail and rake vroper distribution thereof: maine 
tain inter=- and intra-denartmental messenger service; collect outgoing 
mail and nest same, a 


: Ee 


1 Pr 


Prepare pddreescgzenh pletes; miveograph circulars and forms, 


) 


PERSONNEL 
1 Fr 





Secure necessary inforvation congerning prospective purchases for 


Rarrisbure use; orenare and submit requisitions to Property and 
Sunvlies, 


PERSONNEL 
1. Pr 





aha rents gtetements fs) functional, (b) object, (c) pro 
ac actounts receivable, {a} cammeng: : . 
allobrent, (a) eae wention insurance, (f) ’ 
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Post items and balance the following ledgers: ' 

Fim ~ ‘ f 4 ee eee s " 
(a) general or wrojact, (>) Object, (c) allotment, (a) commitment, 
PERSONNES 

2 PE 


Correspondence relating to ell of the abcve items, 


P kRSONNEL 


2 PT 

PURPOSE . . 

Provide service to vwerious Bureaus, Divisions and field offices in 
the conduct of their duiiss, 


REy ERENCE 


Procedure followsd ic “efined in various Yegulations and instructions 
of Auditor General, State Treasurer, Governor, Budget Secretary, 
Department of Revenue, Denartment of Property and Supplies, in 
addition to such rules as have been made by the Denartment of 

Forests and Waters, 


= Beo 


i] 





w 


" bie! 


w 





e 










ae 

feo nr ~ ey ae “8 - e " ? ; 

5. bd . EN PD iD TCE \ 
‘lo doehaoa ead irs 





- a waa 7" eras oT A eas 
DEPARTWENT OF FORESTS AND WATERS 
ad ART wih 4 Gs Ne Ah athe Fr Lp wy ATEN 

om tems Lay notte amare tha mem tngsninm ae Ate ae ce ee — 


BUREAU OF FORSSTS 


See 


ACTIVITIS PERFORMED 


nie 


De 


Assict the Secretary and Deputy Sec: 1 
maintenance, and development of State Forest areas, 


PERSONNEL 
1 PT 


Asgist the Secretary and Denuty Secretary in the supervision of 


district forest personnel, 


PERSONNEL 
Le 


Consultations on importent information, statistical and technical 
forest nroblems, 


PERSONNEL . 
opp : 


_Prenare postwar projecta for State end vrivate forests, 


P ERSONN Yd. 
age 4 


General suvervision of the Devartrent library and the nurchase of 
new books; also in charge of the eubscrintions to technical maga= 
Zines, 


PERSONNEL 


eae 


PURPOS 3 
The precticai anplication of business orinelples in conneetion 


. with forest setivitles vith snecial reference to nersonnel, 


property, eduinrent, summlies, eoprovriations, budgets, allote 
ments, and other important business considerations, 
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and exchanges, 


PERSONNEL 
1 Pr 


| } * aT 4 Ant 
Conduct forest stock surveys, comile and cornute data, 


PERSONNEL : 
ee 


Construction of volure end yield tables of Pennsylvania forest 
trees, 


PERSONEEL 
3 Pt 


- PURPOSS : 


The acquisition of lands suitable for State Forest purvogses, cone 
duct forest inventories, vrepsration of vield and volume tables, 
reforestation, and nrotection, 


Timber damace avnreisals, 


PERSONN GT, 
3 PT 


PURPOSE 

Information to the general nublie with respect to the meaning 
and definition of forestry, the value of forests, why needed, their 
contribution to the ynrosverity and welfare of the State, and the 
application of gacd forestry practices, 


Establishment of exnerimental vlots with respect to damage of 
forest fires and tres growth: 

PURSONN SL | 
5 er 


PURPOSE : 
Investigations and research for the nurnose of sunvolying the basic 


and practical knowledge required for the best possible manazement 
of forest areas and the utilisation of their vroducta, 
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13. 


1h, 


15. 
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Fa atm * 
Studies on the revlacement of chestnut, 


PERSONNEL 


{pt 


Research unon deer carrving canacity of forest areas. 


PERSONNEL 
3 PT 


Conversion of scrub oak and other inferior haréwood land to more 
desirable snecies by planting and other methods, 


PERSONNEL 
fy Pr 


Studies on the interrelation of forest firee to huckleberry pro-= 
duction and reforestation, 

PERSONNEL 

LPT 


Testing tree seeds fox State Forest nurseries. 


P XR SONNEL 
ie 2 ee 


PURPOSE 

Investigations an@ research for the purpose of sumniying the basic 
and vrecticel knowledge required for the best possible management 
of forest areas and the utilization of their vroducts, 


Assist private aunere i: 
their ferest areas in secordenee with established forestry practices. 


PERSOV! JL 
3 PT 


PURPOSE . 
Information to the senerel public with resnect to the reaning and 
definition of forestry, the value of forests, why needed, their 


contribution to the vrosverity and welfare of the State, and the 
application of good forastry vractices, 


~= 


Ee 


rt 


} 
< ‘ = % 
> 
on 
~ 
2 
ie EL 
iy ah Ubahe 
oe 
a4 
iw bined ehh 
ae? oe ee A 


a *, errassat th role be 
omone. oft ob abet 








ay 
ms 
1 
\ 
1 
Fl 
. : 
j 
=~ Hp 7 By Wy ely py 
im Tpawesd 


onas oft of gobi 


Sontoyk Bercy x5. 


17. 


18. 


19. 


al, 


23. 


REFEREACE 
8 Administration Code, Article 18, Section 1802, (a) 


Assist in the vromotion and establishrent af minictnal forests. 


PERSONNEL 
2 PT 


Prepare studies on markets for forest pratiucte and wood-using 
industries, | ; 


PERSONN YL 
PY, 


Direct educational cammaiens, 


PERSONNEL 
Pe 


ry hefere civic clubs and hd 


co 


Arrange for addresses on fores 
orgenizations, 


PERSONNE XL 
2 PT 


Preparation end dletribution of eireulars and hulletins, 


PERSONN SL 
> pp 


mrreigis — the Siete and distribution of ees 


PERSONNEL 
i 


Identification of. ingect nests, tree diseases end Tecovmendations 
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ACTIVITIES P™RFORMED 


le 


2. 


Study of forest conditions throuthout State and their fire hazards, 
ac ® result of field inenections and renorts submitted by field 
men. (See Item 13) 


PERSONNEL 
3 PT 


Plan, organize and maintain a forest fire devection system including 
towers, cabins and teleshone lines, now totalling 150 towers and 


- 800 miles of telephone Line, also Pll radiec rmechines, Location of 


new observation tower determined as result of study of fire locatirn 
and area durins orsceding ten years. Use of telenhone and radio 
depending upon local communication service, 


PERSONNE 
y pro 


Formulate xolicy and method: of hendlinge detection system and forest 
fire observers, togather with field inspections and office study of 
resulte, 


PERSONV EL 
3 PT 


Plan, meintain, sunervise snd insnect 5 statecwide organization of 
forest fire wardens snd forest fire fighting crews now comorising 
3850 wardens and 30,000 orranizea crey members, Unon recommendation 
of dietrict forester, as nrovided by law, an individuel is recom 
mende/. for avvointrent as a forest fire warden. The dictrict 
forester submits -n information card and en oath of office subscribed 
to by the Dilan Upon raceint of these two forms a certificate 
of anvointment which is signed by both the Secretary of the Jevart- 
ment and the Chief ae Fire Warden is made un and jorwarded to 
the new forest fire warden, 
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The information card end oath are claced in ean active file which 

is arranged by counties and townshios, Two cards 2re vrepared for 
a visible index file, one to be filed by county and township, the 
other to be filed sinhebetically. An order is issued to the Devarte 
ment Mail Ream for the making and filing of an addressogravh plate, 


- Another order is issued to the Sunply Room of the Demrtment by 
reason of which a new five warden is cunpliied with a manual, necessary 


forms, some forest fire literature end a anilla envelove in which 
to keep his materiel, 4% the sere time a fire warden badge and = 
postal card, acknowledging receint of it, is forwarded to the 
warden with the certificate. When e fire warden is removed from 
the list his identification card and oath are taken from the active 
file and vleced in en inactive file also arranged by county and 
townshin, the two cards are taken from the index visible file and 
the addressogreph plate is reroved from the malling room file, 

The district forester in turn collects the certificate, badge and 
whatever pronertiy that. belongs to the Denartment held by the former 
fire warden, 


When an individual serves es e fire warden for ten years, and addi- 
tional five year periods, certificates of service are issued and 
mekal fire warden nlaques are nlaced st his residence es notice 

to his neighbors <nd as @ reward for his service, 


PERSONN 2 
5 PL 


Formalete policies and methods for handling the forest fire warden 
organization, 


PERSONWEL 
5 PP 


Preparation of material for the information and instruction of 
wardens and men, | 


PERSONNEL 
Y PT 


Call, attend, and address croup meetings of forest fire wardens 
and their crews, 
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Study and imorovement of extinction methods, arrange and conduct 
traning schools, 


PERSONNEL 
See 


Check forest fire revorts, »eyrolls and bills of protection field 
foree including foresters, inepettors, towerven, patrolmen and 
other wardens, Forest fire reports ond fire extinction bills are. 
received in the Harrisburg office and first checked by the Chief 

or his Assistant, ach bill must be signed by the Chief or his 
Asceistant in accordance with the request of the Auditor General, 
The renort is checked to determine whether or not a claim for the 
cost of extinction shall be forwarded to ths party indicated ae 
responsible for the fire, If. such a claim is to be sent the clerk 
uses a form letter inserting the necessary inforration, meking 
four copies, the criginal to be sent to the narty addressed, a copy 
to be forwardad te the district forester, a cony for the Denartment 
of Justice and one cony to be attached to the revort for the Division 
file, All corresnondence relating to the renort is attached to it 


and kent in the Division file, arranged vy counties and date of fire, 


The fire extinction bill is audited by a clerk to determine the 
accuracy of the individuel items snd the total of the hill. Again, 
at the request of the Audltor Ceneral, the items are broken down 
into labor, transportation, food sné miscellaneous, and the number 
of names on the bill. ‘his information is entered uvon the 

face of the renort and it is filed, In the case of a claim veing 
sent to a railroad comany, = cony of the report and of the bill is 
forwerded with the claim, If there are env errors or question with 
regard to the bill the district forester ig contacted in order to 
get the correct information, As the bills are audited and the checks 
to be issued total vetween €00 and 700, a requisition unon the State 
Treasurer is made with the ville arranged according to state forest 


‘districts, One copy of the requicition with bills is made for the 


Auditor General and one cooy with bille made “or the Division of 
Accounts in the Department of Worests and Waters, The activities 
of the Division of Aceounts will be listed by that Division, 


From time to time fire reports are studied and the date tabulated 
for soecial nurnoses. For permanent statistical records the data 


on the fire reports are recorded on punch cards from which tabu- 


lations are mde by the International Bucinass Machines Cornoration, 
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10, 
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Le, 


13. 


tb fi pm winment needs of the ovrotection 
Study of forest fire equipment end equipment? needs ~ h 


oreenization, 


: = o = es Osa PA ane 77) ¥ eL 
Plan for distribution of available forest fire eauinment, Fieid 


: Ss eee aUlnirent 
inenection of forest fire equinirent,. 7 7 
Check supniy créers and bills for material used ty forest fire 


organization, 


PERSONNEL 
Tae 


Tabulate and interoret forest fire statistics, 
Preparation of mans, charts and eravhs based on forest fire statis- 
tics, 


PERSONWEL 
bPr 


Study of particular firea from renorts and by field inspection, 
Collect evidence of responsibility for forest fires. Collect 
Commonwealth cost of extinction. Wien claims for cost of extinction 
are not cancelled or paid before ninety days conies of claims 

issued sre forwarded to the Denartment of Justice, when claims 
forwarded to the Devartment of dustice are paid direct to this 
Denartment checks rust be sent to the Department of Justice for 

their records and then returned to us, When claims are vaid directly 
to the Denartment of Juntice they forward veyments to this Division, 


On receipt of pyments te he transmitted to the Denatiment of Reve~ 


nue hecessary receint ineluding explanation of the yvayment is made 
for the Denartrent Division ef Accounts, A record is made in the 
Division record beck end on the forest fire renort. At the end of 
& year a statement is made as to the amount of wills sent out, 

the amount paid and the smount withdrawn, 

Conduct civil or eriminal court action, Determine mistakes in 
handling varticuler forest fires, 


PERSONNE. 
PT 


Mliminate forest fire hazards, 
Issue abatement notices, After » forest fire hazard has been insvected 
by & district forester or his renvesentative and in his oninion -the 
hazard should be removed the forester submits to the Chief Forest 

Fire Warden three conies of an abatement notice. These are checked 
and signed by the Chief and two conies are returned to the dietriet 
forester, one cooy is retained in the Division file, 
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a5. 


16, 


Ly 


18. 


The district forester keeps ona copy in his file and serves the 
other form upon the mrty responalble tor the hazard. If the 
hazard is not removed within the tire allowed prosecution before 
a Justice of the Peace follows, 


PERSONNEL 


7Tr 


Develop cooperation for the protection of forests from fire. 

(a) With Landowners, . 

(>) With associations of various kinds, 

(c) With Boy Scouts of America, 

(4) With Civilian Defense Grouy of Porest Fire WMighters Service. 
Arrange for, attend and address coonerative meetings, 


F ERSONN SL 
5°r 


| 


Prepare revorts and naners on all phases of forest protection, 


including periodic and current officiel revorts, news items, radio 
talks, addresses and lectures, 


Prevaration of wuarterly News Letter to all forest fire Wardens. 


PERSONNEL 
ae 


Prepere budget for Division, wake allocations to various forest 


districts and chaglk expenditures, 


PERSONNEL 
+ 2 


General supervision of White Fina Blister Buat sontrol work in 


3 ONAL By oe 


Pennsylvania in cooperation with Federal Bliater Rust dgent, 


PERSONNEL 
5 PT 


Inspection of insect damage, identification of inseste and direction 
of remedial measures, 
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REF ERENCE 

The various activities of the Division < of Forest Protection were set 
forth in the Act of June 3, 1915, F.%. 797. ‘thts act has been 
amended and various other acts nessed and annroved clarifying the 
first protection code or enlarsine the resnonesibilities, ‘The 
-administretive duties of the Division are mostly set forth in the 
Administrative Code of Anril 9, 1599, with amendments, sections 
1802, 2817, 1818, 1819, 1820, 1821, Dateile of vrocedure have 
developed as 3 result of 30 years of experience. 


PURFOSE . : 
The purvose of the work of the Division of Forest Protection, as 
etated inthe lay is "to assure reasonabtie oretection to the wood= 


lots, forest, and wild land within the Commanweaith" from fire, 
fungi and insects, 
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ACTIVITISS PERFOREL 


The major activities of the Division of Management are: 
1, Timber Sales | 

2. Building Leases 

Rights-ofeWay : 

f" Building Demolition Agreements 

5. Building Inventories . 

6, Storage Agreements 

7. Equipment Rental Leases 

8, Sale of Minerals 

9. Collection and Purchase of Seed for Fores Nurseries 
10. Production of Nursery Steck 

li. Distribution of Nursery Stock 

12, Comilation of Reforestation hecerds 

13. Nursery Inspection — ; 
14, Cooperation With The U, S$. Forest Service 
15. Public Assistance 

16, Prepare Renorts 

17. Miscellaneous 

18, Filing and Indexing of Mens ' 

19. Development and sunniy of Mans 

20. Prevare Charts a 

21. Design Special Equipment and Buildings 
e2, Maintenance of Supplies and Zquipment 


23, Posting of Lana Acquisitions and filing of Title Papers and Surveys 


ek, Adverse Claims, Boundary Line Dienatseg 
25. Vacant lend Acquisition 

26, Sale and Exchange of State Yorest. Land 
27. lend Acquisition By Gift 

28. Migcellaneous land And Titie Activities 
29. Highway-Yorestry Raad Proerais, 

30. Road Maintenance 

31. Read Card Syatem 

32. a3 Right s-of-Way 


PURPOSE 
COTTE OTOLE Re” ri . 
Provide adminitetration and sunervision over (a) sales 


: of timber, 


minerels and various forests mroducts, building leases, rights-of— 


wey, construction or demolition af vuildines, construction and 


maintenance of reads, traile, and boundaries on State Forest land; 


a192 
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(bo) raising of seedlings avi trangplants in State Forest nurseries 
and distribetion of sane for planting on both State-awned and 
orivate lands; (c) storage and rentals agreements and leasing 

of equinment. Provide drafting and rapreking facilities for use 
of fxecutive Office and the Bureaus of Ferests snd of Parks. 
Ficheite for title examinations, surveys and such other activities 
as apoly to the vurchase and exchange of for ‘est lend and estah= 
lishine the beunderies thereof. 


REFERENCE 

Activities of Division of Forest Management are cited in Sestions 
1802 and 1803 of the Administrative Code, supplemented by various 
acts clarifying specific »sheses of the work, Vrom time to time 
decisions of the State Forest Commiasion and instruction from the 
Secretary of Forests ond Weters hav< designated the policy end 
procedure under which the Division operates in carryine out its 
verious duties and functions. 
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OF FORESTS AND WATERS 


BUREAU OF UATERS 


(eo arenmene eet MET 


ACTIVITY PERFOR#D NO. 2 


Administrative 
~ Division “of Dams 
" Encroachments 
N " Hydrogranhy 
a Federal-Stete Slood Forecasting 
tt Pyratuning Dam 


PURPOSE 
See Sheet No. 3 Attached 
tt " Wo. yy ft 
om K No, 5 i) 
tt " No, 6 t 
w " No, 7 # 
REFERENCE 
Ae shown on Detailed Sheets 
Noe, to 
Attached 
PERSONN &L 
71 2t 


ACTIVITY PERFOR ED NO. 2 
Representation on Interstate Commission of Delaware River. 


PURPOSE ane 
Promote interstate coonerstion for the use, conservation, vro= 


tection, and equitable diversion of water reeources in the Delaware: 
River 3asin, 


REFERENCE 
S - Act approved 
May 2let, 1943, Section 10 


ACTIVITY PERFORMED NO, 3 
Member of State Soil Conservation Board. 
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PURPOS # ; 
Relatine to Soil Censervation & Soil erosion & regulating land 
use practices, ete. 


REF ERENCE 
~ No. 193 
S = Act anvroved July 2, 1937 
-P,L, 2724 No, 557, Section 4 


PERSONNEL 
1 PT 


ACTIVITY PERFORMED NO. 4k 
Analysis of statements sucmitted by Public Vater Sunnly Agencies, 
Field exarinetion to obtain adeitional informetion and verify state- 
ments submitted by Public Water Supply Agencies, Frenaration of 
written revort vessing on the validity of claims of Public Water Sunply 
Agencies = containing a recommendation of confirmation by Water & Power 
Resources Board, Analysis of annlications for nermite for the acauici- 
tion of new water righte,.a new source of water supply or an additional 
quantity of water from an exiating source, Field examination to deter-=- 
mine conflicts with other Public water Sumnly Agencies or interference 
with rinarian owners, Yreniration of written renorts to Water & 
Power Resources Yosrd containine a recorvendation for or against the 
grantine of nerrits fer new water acquisitions, Sunervision of filing 
of Water Acquisition Records, 


Relating to the acauisition of rights to divert water from rivers, 
streams, natural lakes, an? vonds or other surface waters within © 
or vnartly within the Commonwealth = To effect an equitable distri- 
bution of the notable waters of the State = making available for 
water suoply nurnoses, water rights heretofore or hereafter acquired - 
but not used; »roviding for hearins by the water and Fover Resources 
Board, Also nroviding an un=to-date inventory of all Public ‘ater 
supply agencies and the regulation of the same, 


= SERENCE 
7 S, Act of Avril 8, 1937 
Pb, 258, No, i 
Ast of Jaen eh, 1939 
FL, S42, No, 365 


PERSONNEL 
7 ev 


ACTIVITY PERFORMED KO, 


Analysis and investigation of applications for the incorporation of 
new water companies. | 
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field examinations to determine the need end vuroose of new wa ver 
comanies, Prenaration of # written report to Water and Power He- 
sources Board anprovine or ai seapnrovins of formation of new water 
commanies, 


PURPOSE 
To have knowledge of the formation of new water comanies =< and to 
prevent formation of comanies which are not necessary, or which 
are formed for exploitation or control of water resources or water 
rights, 


a 


REY ERENCE 
5S, Set of Anril 13, 1905, 


PERSONN UL 
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ACLVIVITY PERPORMED NO. 6 
EO EET TINE RO EO IE , / 

Investigation of cornlaints relating to water supply. Snecial Reports 
and Studies Pertaining to Tureau Activities or interest, 


PURPOS 
To comply with vrovisions of jiater Acts = to keen abreast of water 
works, nractice and laws = to gather and dessiminate information 
pertaining to weters and control thereat, 


| 


ACTIVITY PMRFORMy NO. 7 


General drafting for ell divisions of Sureau, Caleulation of quantities 
for estimating cost of jobs. Correlatine date for snecifications, - 
Writing soecificatiens for jobs under Bureau Direction. Making vro- 
gress and final estirates for myment. Keep up=to-date public records 
On mans, dDooks, and cards, of Game, encroachments, water cormanies, 
water ecquisitions, : 


PURPOS® 


To execute miscellaneous cuties connected with all divisions of Bureau 


of Waters necese=ry to commlete comliance with State Laws or Bureau 
Policy or Practies, 


REF ERENCE : 
S, Above Acts end 9, Policy and Practice 


PERSONNEL 
7 PT 


ACTIVILY PERFORMED NO, 8 
Receive, eramine and file amplications and corresno 


ndence of Rureau of 
Waters and Water and Power Nesources Board, 
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PURPOSE 
To refer for investigation and report. 


ACTIVITY PERFORMED No. 9° 
Record and prepare folders and crosea reference index cards for 
applications, commleints and correspondence, 


PURPOSE 
Be yrovide Seaenent record and reference, 


ACTIVITY PERYORMVZD NO. 10 
Prevare echedules, fix heerines, attend meetings, record actions 
and prepare minutes of board meetings, nrepare permits and orders 
authorized by the Board, renort and transcribe testimony ore- 
sented at hearin-s, answer inquiries and attend conferences, re- 
activities of the Board. 


PURPOSE 
a To afford erderly concideration of matters by Board, maintain 
record of actions and tranerit determinations, 


ACTIVITY PERFORMED NO. 12 
Advertise, receive and tabulate bids for conatruction work, 


PURPOSE 
th furnish eencean ye bids for award of Ona aere 


ACTIVITY PERFORMED NO. 12 
Audit and annrove invoices, pespare and audit exnense accounts. 


PURPOSZ 
fo recommend payment. 





ACTIVITY PERFORMED NO, 13 
File applications, petitions, oretests, comlaints, end corres- 
pondence pertsainins to the Bureau of Waters and the Water & 
Power Resources Board, 


PURPOSE 
To maintain record and furnish reference, 


REFERENCE 
Administrative Code - 1929, Sections 1604-1808. 
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DEPARTV ENT OF FORESTS AND WATCRS 
ores ek een 


BURTAU OF WATERS 


DAYS 


oe 


ACTIVITY PERFORMED NO. 1 
Relative to annlications to the Vater and Power Resources Board 
for vermits to construct dams, 


PURFOSE 

The purnosce of requiring nermits is to remulate the desien and 
construction of new dams so as to nrevent failures of the structures 
and consequent daraze to nroverty or loss of life, ach annlication 
is checked ss to nrover execution and is then asslened A file number, 
bound in a folder, the locetion of the site marked on A reference man 
of each county and the overall reference records cormleted, The Fish 
Commission and the Devartrent of Health are notified unon the receint 
of the annvlications and their comments invited. The plans covering 
the design of the structure are stufied end analyzed by an oneineer, 
and revisions if necesrarv, reguired, An inenection of the site for 
the dam is made for the nurnose of noting the suitability of the de- 
sien and nature of foundation, A written eneineering report uvon the 
application is then vrennred for the Vater and Power HKesources 30rd, 
embodying the nronsr recommendations and conditions for anvroval. 


REF ERENCE 
State Law, Act of June 25, 1913, F. L. 555 andthe Act of June 
14, 1923, F. L. 704 and Section 1808 of "The Administrative Code of 1929." 


- PERSONN 
are 


ACTIVITY PER¥YORFMED NO. 2 
Examination of work in nrogeress on new dams, 


PURPOSE . 
_ The vurvore is to ineure that the dams are built in accordance 

with annroved plans, that the foundation is nronerly nrenared and that 
satisfactory materials of construction ere used. A written renort is 

filed on each examination, 


REFERENCE 


State Law, Act of June 25, 1913, P. L. 555 and the Act of June 
14, 1993, P. L, 704 and Section k808 of "The Administrative Code of 1929." 
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ACTIVITY PERFORMED NO, | 
Meamination of existing dems, the failure of which would cause 
nronerty damare or loss of life. 


PURPOS® , 
The nurnose of these exaninations is to determine whether the 
dams ere kent in rerair as dams deteriorate ravidiy if not vroverly 
maintained, A written revort on the condition of the dam is vrepared 
and filed and if renairs are needed the owner of the der ia co notified. 


REF SREINCS : 
State Law, Act of June 95, 1913, P. L, 555 and the Act of June 
14, 1923, P. L, 704 and Section 1808 of "Uhe Administrative Code of 
1929," 
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ACTIVITY PERFORMED NO, 4 
Relative to anviications to the water and Power Resources Board 
for permits to construct major power dams, 


PURPOSE 
Studies are made of the amount of power developed by the proposed 
construction so that the proper power cherzes may be made, <Ach year a 


check is made of the power develoned as based upon the previous stream 
flow, 


REFER INC D . 

State lay, Act of June 25, 1913, P. L. 555 and the Act of June 
14, 1923, P, L, 704 and Section 1808 of "The Administrative Code of 
1979, " : 


PERSONNEL 
We ey 


ACTIVITY PERFORMED NO, 


Relative to annlications for permits to draw down water in ponds 
back of dams, 


PURPOS® ; 
Applications for Draw-iown permite are made to the Fish Commission 
who submit one copy of the applicstion for approval by the “ater and 
Power Resources Yoard. A letter of apnroval is written and if the appli- 
cation indicates that extensive worl is to be done on the dam the owner 
is required to submit details of the vronosed work, and secure a permit 
if reconstruction is involved, . 
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AOLTVITY PERVORIED NO, 6 
Consultation with persens contemlating the construction of 
dams, relative to the design of the etructure, 


PURPOSE 
The purnose ic to facilitate the ie conuee for obtaining designs 
which can be approved. 


REV ERENCE 

State Law, Act of June 25, 1913, ®. L. 555 and the Act of June 
14, 1923, P. L, 70% and Seetion 1808 of "The Administrative Code of 
19°9. ti : 


PERSONNEL 
ee ee 2 


ACTIVITY PERFYORMSD NO. 7 | 
Disvosal of cormlaints and protests relative to dams, 


PURFOSE 

The purpose is to eliminate hazards in connection with existing 
dams as. provided under the Act regulatine dams, Information is first 
obtained by correspondence if vossible snd a field examination is then 
made if necessary, If the complaint is a Lesitimate one the owner is 
directed to make the necesrary corrections. 


REF EKENCE | 

State Law, Act of June 25, 1913, FP. L. 555 and the Act of June 
14, 1923, P. Lb. 7G and Section 1HG2 of "The | Administrative Code of 
1929." 
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ACTIVITY PERFORMED NO, & 


Collecting and filing date on severe rainstorms and excessive 
floods. 


PUKPOSE 

The nurnose is to rake available data on the frequency and 
volume of floods as a criterion for determining the necessary canacities 
of snillwaye of dams, 
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ACTIVITY PERFORMED NO. 9 

Studying the written reports on examinations of existing dams 
and prevaration of a list of Aams requiring exarination during the 
followine season. 


PURPOSE 
The purvoze of this work is to assure control over the safety 
of dams throughout the state, 


REF ERENC © 
State Law, Act of June 25, 1913, F. L, 555 and the Act of June 
14, 1993, P. L. 704 and Section 1808 of “The Adwinietrative Code 1929," 
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ACTIVITY PERFORMED NO, 10 
Preparation of Design and specifications for the repair or recone 
struction of the dam and other structures of the Delaware Division Canal, 


PURPOSE 
The purnose is to maintain the canal. 


REF ERENCE 
R 


P EKSONNEL 
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ACTIVITY PERFORMED NO. 12 
repar-tion of design end specifications for bulkheads and jetties 
alone Presque Isle Peninsul eo. 


PURPOSE 


The purpose is to wrotect the chore from erosion and the 
highway from beine wached out, 


REVERENCE 

: 
PERSONNSL 

2 PT 


= 2he 


















. “Co Otis yore 
. : ; . a - © i elda e da (SII OAS a a aerate sy 
| a wet Welt ae qeby ade 

. ; OO 3. TO Ohi es Sere ham 

: Ores wet wollot 
JV G2 eine Rely «nk? (ae 
ci: a Vo wie ied? aint Fig 
i ; *s ; os ‘ 
i .¢ Sopa seegies: 
eg 
“i tt 
Halooh TO eoltes gow 
| - vis et teergte ot 9) seomtmr aa! 


ine besten salad Mom 


sions for construction and 
laware River, 


PURPOSE 

The nurnose of the work along Darby Creek is to reclaim a lowland 
area on which are a U, S, Government Eifle Range, railroads, highways 
and residences. The dyke alont the Delaware River at Yorrisville is for 
floed protection, Sunervision of maintenance on these dykes is 21s0 
required. 


REFERENCE 
Special Approvriations by Legidature. 


PERSONNEL 
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ACTIVITY PERFORMED NO, 33. 
Mecellansoua investigations and revorts relating to dams, water 
supply and mine strivoing onerations for other State Denartments. 


PURPOSE 
~The purnose is to suoply technical informtion to other Denart= 
ments when needed, 


REFERENCE 
0) 


PERSONNEL 
OPT 


NOTE: The work of the Division of Dams ie mostly of a technical nature. 
The division now consists of the Chief of Division, 1 assistant “ngineer 
and 1 Secretary. In order to execute the work which should be done 3 
More assistant enzineers will be required. 
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ACTIVITIES PERFORMED 


Ls Correspondence relative to applications received for permits 
from Water and Power Resources Board for Stream channel encroach~ 
ments (oridces, walls fills, wharfs, pine lines, wire ecrossines 
and other water obstructions other than dams), An average of 450 
applications and 250 complaints and inguiries are received annually, 
Relative to comilaints. Relative to requests for stream hydraulic 
information, Relative to Fiond Control Projecta, 


2. Recording ap lications and stream channel encroachments. 
& &pp 
36 Piling applications for stream channel encroachments, 
h, Maintain 5" x 3" Card File of #11 hydraulic data pertaining to 
each encroachment application, 
5. Spotting encroachment applications on County Maps. 
6. Hydraulic engineering-study of proposed and existing stream 


channel encroachments and channel changed, 


ce Ingineering field investigations in connection with encroachment 
applications, Flood Control Projecte and complaints, 


&. Preparation of written reports with recommendations for submission 
to Water and Power Resources Roard upon Encroachment Applications, 
Flood Control Projects 
Complaints 


PURPOS £ 

Protection against loss of life and vroverty damage from flood 
-waters by preventing and eliminating channel encroachments and channel - 
changes which would create fleod hazards, aggravate existing flood con- 


ditions or create unnecessary objectionable water obstructions in atream 
channels, 


REFERENCE 
~S = #355 of 1913 as amended by 137 of 1937, 
5 07k of 1651, 
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ACCOUNTING AND BUDGET 


GAME-XILL TABULATION 


ACTIVITY PERFORMED No. i 


Record of Hunting Licenses sold - County Treasurers and Issuing 
Agents Reports ~ Preliminary and Final Audit. 


PURPOSE 


To provide quickly available information relative to the identity 
of all holders of Hunters’ Licenses, as issued in the several counties, 
for the Commission’s art cial use and to answer promptly requests from 
landowners who have been Sap aieved. (This also gives the "Purpose 
Served" of the activities under "b" and "c"), 

Provides ee record of licenses sold, broken down by county, 
which is essential in the administrative work of the Commission. 


@ 


REFERENCH 


S$ - Tne Game Law, Article ¥, Sec 
and Article XIV, Secti 140 


ACTIVITY PERFORMED No. 2 


Tabulating Game-Kill Reports, Crediting Licensee with 
Filing Game~Kill Report and other work related thereto. 


PURPOSE 


Provides authentic information on the annual game taxe, which is 
essential to the Commission in fixing open seasons and bag limits and 
for use in long-term planning; and to materially reduce irregularities 
in the issuance of Aunting licenses. 

Provides record of celinguent Lunters, which 13 necessary to carry 
on the Commission's educational program. 

To further the Commission's educational program, namely, giving 
hunters an opportunity to file their reports within a specified time, 
thereby not being subject to the $2.00 penalty. 

Providing a convenient, inexpensive and practical method for 
hunters to settle direct with the Harrisburg Office. 
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els Prepare monthly progres: estimates in connection with Flood Control 
“Work, 


22. Flood Control. {In cooperation with Federal Government) make 
engineering studies and pass upon U.S, Army Engineers vlans, 


256 Make field surveys of individual land Ce peceennty to be - 
acquired for Flood Control Projects, 


au, Prepare land parcel preperty line deserintions for deeds, 


25. Make field earveye in connection with required changes for flood 
control works in utilities, strests, cawers and other direct damages, 


26. Prepare plans, specifications, and contracts for required changes 
in utilities, streats, severs and other direct damages for flood 
control works. 


27. Supervige contract work of changes required in utilities, streets, 
sewere and other direct damages for flood control works, 


PURPOSE 
Food protection and prevention of hose of life, 


REFERENCE 
S=18 of 1937. 


P EXSONN EL 
12 F 


NOTE; Jobs or activities Nos. 10 to 2? taclustve, unmier normal conditioas, 
would require F-12 persons, 

Because of one hundred ver cent shut down of Federal Flood Control 
Work during the present war emergency the fleod contml work carried 
on by the State alone has required F-5 persona, 
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ACTIVITIES PERFORMED 


Make field reconnaissance to locate suitable sites for gauging 
staticas, 


PZRSONN SL 
2 PT 


Obtain rights-of-way for the construction and maintenance of 
structures for recording esuges, 


PERSONNEL 
> PT 


Prepare plans and snecifications for gauge structures and 
appurtenances, | 


PERSONNEL 
» Pr 


Construct gauge structures of wood, concrete blocks, or brick, 


PERSONNEL 
5 PT 


Install recording end nonrecordins sauges and thereby establish 
gauging stations. 


PERSON ZL 
“ie 2e 





Construct weirs, cableways, and other anpurtenances at rauging 
stations to facilitate the obtainine of better and more reliable 
inform-tion.on stream flow, 


P ERSOMEL 
5 PT 


meren enzinerring levels from bench marks of known elevstion to 
Otsin elevation of the gouges above sea level, 
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12. 


13. 


Perform maintenance work on eauce installations rand annurtenances 
in order to keen them in servicable condition. 


P Ee SONNEL 
ree is 


PURPOSS 


To establish and maintain eaucine etations on rivers and their 
tributaries. 


REV ER MCE 
$ PLL, 92 : 
Section 1804 (a) 


Secure daily geuge heights at causing stations. 


PERSONNEL 
133 Pie 


Vake measurements of discharge at caurine stations. 


FERSON GL 
32°27 


Commute and check measurements of discharge at gauging stations. 


P EMSONS SL 
12 PT 


Investigate floods and secure data therson with resard to dis- 
charge, elevations, damaze, and other vertinent factors, 


PERSONNEL 
le FT 


Make speciel investigations of the flow of small streams durine 
veriods of trourht conditions and extremely low low in order to 
obtain data on the minirum arount of water aveilatle without storage 
at miscellaneous locations, 


PERSONNEL 
8 PT 
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15. 
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18. 


19. 


s ” , ee pe ee ; 
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PERSOUNEL 
3 PT 


Obtain temeratures of water 2% gauging stations and other locations. 


PERSONNEL 
1u5 PT 


Develop ratings from rencursments of discharge for use in deter- 
mining the quantity of water flowing at each gaueing station. 


F ERSONN EL . : 
12 PT 


Compute daily and monthly discharge deta for gauging stations. 


PERSONNEL 
16 PT 


Check commuted dischorge data by makine hydrogravhic commarisons 
of all records for gauzing stations in the same general area. 


P ERSONN EL 
10 F7 


Purnish dischanze and other data to individuals and to State, 
municipal, and other agencies for use in develoning water sunplies, 
floodcontrol projects, etc. 


PERSONNEL 
PT 


PURPOSE 

fo collect such information relative to the existing conditions 
of the water resources cf the State as, in the oninion of the 
Department, shall be necessary for the utilization of waters and for 
the conservation, purification, dsvelopment, and equitable dis- 
tribution of witer and water nower resources, and in particular 
for use of such citizens and communities as may be in need of 
extended facilities for these purposes. 


REFERENCE 
$ PL, 92 
Section 1804 (¢) 


el. 


23, 


PERSONNEL 
20 PT 





Prepare manvacrinte for the publication of all water-resources 
deta in printed form. 


PERSONNEL 
20 PT 


Maintain office files of original and computed water=resources 
data for permanent and ready reference. 


PERSONNEL 
20 PT 


PURPOSE 

f>. maintain a complete inventery of all the water resources of 
the Commonwealth, collect all pertinent. data, facts, and information 
in connection therewith, classify, tabulate, record and preserve 
the same for pudlis use, 


REFERENCE 
S$ P.L, 92 
Section 1904 (f) 


Attend confsrances and special meetinzs pertaining to problems 
involving the control and use of the water resources of the Commen- 
weal. th, 


PURPOSE 
To carry out the nolicies and practices of the department in 
gathering and disseminating Gata on water resources. 


REFERENCE 
0 


PERSONNSL 
Seen 
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FLOOD CONTROL 


FORTCASTING 
ACTIVITY PERFORMED NO. 1 

During flood periods, analyze weather nredictions, rainfall 
maps, atream flow hydrogriugiu, ond calevlate by means of unit gravh 
and gage relation methods the flood hydregzanhs for all river stations, 
and prenare flood forecests for twelve river stations from two to four 
times daily. 
PURPOSS 

Purpose served is to provide river and flood forecaster with 


suitable information relative ae yiver and weather conditions on which 
to base routine river or flood nrefictions. 


ACTIVITY PERFORMED NO. 2 

Daring flood period: disseminate forecasts to localities affected, 
PURPOSE 

Purpose served is to keep the Governor's Disaster Onereency 
Cormittee on Flood Relief, Senerey publis, co vate individuals, public 
utilities, and neyvspavers informed ae to exnected river conditions in 
order that they ray provide Aas the evacuation of persons and nroper$y 
from areas of expected Anundation, 
ACTIVITY PERFORM NO. 3 

Prepare forms relative to river and flood work, 


PURPOSE 


Tne duties performed sre necessary to the proner maintenance 
of office and field etstion records; checks on field observers: data 
received; and oublication of data in Federsl and State reports, 


ACTIVITY PERFORM™D NO, & 


Computing and cheekine hourly precinitation amounts from ch-rt 
records gptained oy seconde rain and snow cages. | 
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PURPOSE 
The duties persernes Aro necessary to the lnvestigation of 


re@ords received, and veviston of methods of forecasting, to account 
for physical chang 2s io stream chiamele or watershed factors, 


ACTIVITY PERFORMED NO. 5 


Inspect twenty stream flow and Ginktyoetx precipitation eta- 
tions, and make repairs ag needed. 


PURPOSS : 
The duties performed are nscesaary to the proper maim tenance 


and reconditioning of field sQuipment, and suitable instructions to the 
observers, 


ACTIVITY PERFORMED NO. 6 
Make 2now surveys, 
PURFOSE 
The duties performed sre necessary for the determination of the 


amount of water content contained ia the snow mantle over the watershed 
which may effect Spring flows, 


ACTIVITY PERFORMED NO, 7 
Order, receive, and disburse sunplies, 
PURPOSE 
The duties performed are necesrary te keep a sufficient supply 


of needed itema on haad in order that full tite overation of the service 
may be assured, 


ACTIVITY P RRVORIED No. § 

Maintain radio communications system, 
PURPOSE 

The duties performad ara nacassary to the proper maintenance 
of the short wave radio conmanicetious syatem ta a full time operating 


condition in order thet it may alwayva he in readiness for routine or 
flood sarvice, 


238- 


. 

2 

' 
~ é 
bug be) fi 
4 ie MOEREYS 
wf i oy Hin © 

COS Tae SPP th 
. ‘ 


ae Santaen oTonee gy sateuh'e 























J 90 a00e i9ot hoe: her heoee 
«tal, Ss oy <2 pete - Lat 
E GP ee tea i} = 
oft CSMROTG t. FOPeR 
{= mt PL y Say RT trae ea RE tose pe " 
le ' te Qestowd: fo@omHEo-8 
S, (8 2 haves gohan Boy 4 nods 
7 ¢ 06 enactae one 
7 ea ‘ aie im 
" ' any 
ee RP 
heat a wed £ 
2 Oe GEMaoT 
Seto 20 eA Mada re ct 
¥ i) S,,nssteg .oLhet gk 


PAS ee ee Hargn tages Bi 


oe tee a 
Ce 





ae 





tao lumein olhet erie tag 
T aytw in. vem eh de Bey ay 





fe 





REVERENCE 


The work of ths Federal State Flood Forecasting Service is per-= 
formed as a result of the policies and practices set up by the agreement 
between the Denartment of Porestea and Waters, Water and Power Resources 
Board; The Unites States Weather Burenng and The United States Geological 
Survey, dated April 5, 1937, and the supplement to the agreement be- 
tween the above meutioned agencios aated March 3, 1939. 


PERSONNEL 


105 F 


PITTSHURGH FIELD OFFICE 


The Pittaburgh Pield Office of the Federal-State Flood Fore- 
casting Office ia operated at the Weather Bureau Office, Pittsburgh, 
Penna,, and is similar in scopes and intent to that operated at Harris- 
burg, Penna. A Radio Communicaticne System 13 not operated in the Pitt— 
sburgh District, end this phase of the work 1s not carried on by this 
office. The personnel attached to the Pittsburgh Office in the perfor-— 
mance of there duties consist of five regular employees, and one- 

hundred part-time emloyees, 


NOTE; — 


- Ninety-eight part-time ficld employees observe river and weather 
data, and renort on a once daily, or onse weekly basis to Harrisburg , 
during flood periods reports are made at more frequent intervals, All 
equipment maintained and serviced by regular employees. 
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DEPAPTVENT OF FORESTS AND WATERS 
BUREAU OF WATERS 


PIMATUNING 


ACTIVITIES PERFORMED 
1. Administrative = In cherge of operation and maintenance. 


PERSONNEL 
1F 


2. Gage reading, weather and precipitation, records, 


PERSONNEL 
iF 


3. Stenography = reports, 


PERSONNSL 
1F 


4. Repairs and maintenance - consisting of carpenter, masonery, 
plumbing, painting, track and eauloment repnire, cutting graes, 
repairing drains, gutters, road repairs, and general mechanicel 
‘wo rk. 


PERSONNEL 
6 Pi 


5, Guarding dam againet sabotage, 


6, Miscellaneous duties —- cleaning, janitor, aute washing. 


P ERSONN EL 
* F 


PURPOSE 

Maintenance and operetion of Pymaituning Reservoir Project to con= 
serve waters of the Upper Shenange Basin for release into the lower 
basin in times of drought, and to retard or retain waters to alleviate 
floods in lower ‘nein in times of high run-off, 


REFERENCE 
State Act apnroved May 2, 1929. Section -10- 


oO. 
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WATER AND FLOOD CONTROL 


LUAL 


ACTIVITY PERFORMED NO. 2 

Attending mastings of the Water and Power Resources Board, 
examining witnesses at hearings before the Board and advising Board 
in the first instance on legal Questions, 


PURPOSE 
Administering the Water laws of the Commonweqlth. 


REF ERENCE 
O = Policy and practice. 


ACTIVITY PERFORMED NO. 2 
Preparing contracts options, sgreements, deede, indentures for 
easements and rights-of-yay, cetiticnas in Court proceedings in condemna= 
- tion of lands and for spacific nerformances of contracts. 


PURPOSE 
_ Acquisition of property and property rights for Flood Control 
vurpo ges. 


REFERENCE 


FP = Flood Control Act of 1936, P.L, 106, Sections 7, 13, 17, 
as anended, 


ACTIVITY PERFORMED NO. 3 

Settling and clouine 411 transactions for the purchase, sale 
and exohange of lands and righteeof-way by the Conmonwealth through the 
Water and Power Resources Poard; recording deede and making bring- 
down searches of titles, 





PURPOSE 


Seeing to it that checks of the Commonwealth in payment for lands 
and rights in lands are properly distributed; that all exieting liens 
and encumbrances on said lands are cleared; that deeds and indentures - 
conveying lands and rights in lands to the Commonwealth are properly 
executed and recorded, 


REFERENCE 


. ¥F — Flood Control Act of 1936, PL, 106, Sectione 7 and 17, as 
amended, 
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ACTIVITY PERFORMED No, 4 

Appearing a9 Counrel for the Yater and Power Resources Board 
before Boards of Views and the Courts of Gommon Pleas in eminent do- 
main proceedings and in actions for specific verfomances of contracts 
and before the State Mining Commission in proceedings to determine the 
required coal support for lands of the Commonwealth. 


PURPOSE 


awards made by the Boards of Views and unen trial of any apoeals from 
the awards of the Beards of Views of damages for property taken for 
Flood Control purponea by right of eminent domain; to enforce properly 
executed options and to nresent facts and law on behalf of the Common- 
wealth in all Court procaedings, 


REVERENCE | | 
FoFlood Sentral Aas of 1935, P.L, 106, Sections 11 and 17, 
as amended, 


ACTIVITY PERFORMED NO. 5 | 

Conferring and corresnonding with Attorneys, owners of lands, 
owners of mortgages and judgments against lends, taxing officiale, 
municipal and county officials, State enginesrs of the Bureau of 
Waters and U0, S, Enginsers relative to matters atated under Numbers 
2, 3 ana 4, 


PURPOSE 

Fixing time for eettlements; ascertaining the amounts required 
to satisfy mortgsees, Liens and tareas pointing out all matters affect- 
ing titles to lands and demanding proper releswes of encumbrances and 
clouds on titles; arriving at understanding as to terms of contracts, 
agreements and optionss agreeing on time for hearings vefore Boards of 
View: preparing with Commonwealth witnesses for presentation of facts 
before Boards of View and thea Courte ef Common Pleas; acquiring knowledge 
of facte pertaining to new Floed Control districts sought to be created. 


REFERENCE 


F-Flood Control Act of 1936, P.L. 106, Sections 7, 10, 13, as 
amended, 


ACTIVITY PERFORMED NO. 6 
Approving and forwarding to Farrisburg all bills for recording 
costs, Court coate, avvraisers pay, advertising and special counsel fees. 


PURPOSE 


Byvidencing proper charges agc-inet the Commonwealth in connection 
with the acquisition of lands ond nec easary Court Actions, 


REF ERENCE 
Above stated Flood Control Act, 
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ACTIVITY PERPORYED NO, 7 


VMadntainine an un to deste file of ell legal, land and engineer- 
ing matters, 


PURPOSE 


Ppoviding an orderly arrangement of all matters requiring atten- 
tion and those already attended te. 


REFERENCE 
Above stated Flood Control Act. 
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2 RESOURCES BOARD 
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ACTIVITY PERFORMED NO, 1 


ey 


Pass upon epnlicationgs for: 
Incorporation of water end rower compaties 
Construction or repair of dams 
Construction or repair of water obatructiona ie,, bridges, walls, 
fills, chennel changes, etc, 
Construction of Limite. woter supply sad limited water power pro- 
jeote, including euthorization for esndemnmation and apnropriation 
of lands and water. 
Construction, operation, and maintemanes of tunnels undef navigable 
rivers, 


PURPOSE 
To vfovide equitable distribution of water to vrotect life, 
property sad public interest. 


REFEIREVCE 
Administrative Code 1929 = Sestion 1808 
S = Noe. 293 and 294 
June 14, 1923 
S = Ho, 305, July 8, 1919 





Allocation of water foo new or s8aittenel aupnhiee and confirmation 
of existing sunvlies of water for public water supplies. — 


PURPOSE 
To protect pudlic water supplies, 


REFERENCE 
S = 365 - June 2, 1939. 


ACTIVITY PERFORMED NO, 2 


Define channels and fiz regimen of etreams, ascertain damages 


for land taken, injured or destroyed, 


PURPOSE 


To regulate flow, protect property, fish life and lives of re 


parian ownere and others, 


REFERENCE 


S = No, 171 = dune 12, 1931. 
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ACTIVITY PERFORMED BO, 3 
a ere 


ST a ee ee 


~ Operas and MAE TRe LT the atuning Reservoir. 


PURPOSE 
- - n 7m 
To regulate flew in Reaver and Shenango Rivers. 


REFERENCE 
So Administrative Gode « 1929 = Saction 1808 
S = Mo, WHE = May 2 - 1929. 


ACTIVITY PERFORMED NO, 4 
Create flood sentrol avnertcks , for construction or cooperation 
in amelioration of damages fram floods. 


PURFOSE 
Contract for constractioa, purchases of a relocation of 
utilities, adjust damases, 


= 
S ~- No, 18 = March 10, 1937 
¥ ~ Federal Fiood Gateot Aste. 


ACTIVITY PERFORFED NO, 5 
Hold hearings uven and decides 


-a, Applications and pstitions, items la to lg, 2, and 4; Complaints 
and protests against dams and other water chatractions: Other 
matters pertaining to watera referred to Beard by Secy. of F. & W. 


PURPOSE 


To afford squitadle determinations for public safety and pro] 
tection of property. 


REFERENCE 
S — Administrative Sede 1929 = Seéition 1808 


ACTIVITY PERFORMED NO. 6 


Determine policies and prastices ralating to matters under 
SESE AREL SAE of Board, 


PURPOSE 
Re equitably adminieter provision s of legislative authority. 


REY ERENCE 

S = Administrative Cods = 1929 = Section 1808, 
PERSONNEL 
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Board composed of: 

Secretary of Foreste ond Waters, Chairman, Secretary of Health, 
Commissioner of Fisherias, a member of the Public Utility Commission 
designated by Gov,, ani an Ingineer Member sppointed by Governor, 


‘Secretary and Chief Inginesr elected by Board, without power to 
vote, 


Investigations and engineering studies performed by Bureau of 
Waters, Department of Forests ond Waters, 


46 


; asta iGt ‘to eer orp 











so hescduas 








DEP! ART aa MENT OF -: Q. A RST 5 AND VATS RS 


 Pnee eames 


STATE FOREST DISTRICTS 


ACTIVITIES PERFORWED 


The major activities of State Forest District ares 
1, Administration 

2, Management 

3, Protection 

kh, Parks 

5, Watera (State Forest and Private land) 

6. Law Enforcement 

7. Clerical and Offise 

8, Pubdlic Assistance 


PURPOSE 


To provide (a) for efficient management, control, protection, 
maintenance, utilization, @svslopment and administration of State Forest 
lande; (b) for the pretection of all forest land within the State from 
forest fires, fungi, insects and other enemies; (c) for the promotion cf 
forectry throughout the State; (4) assist private wodland owners in 
all matters pertaining to forest conservation. 


a aE 


The activities cecaurring in connection with the operation of a state 
Forest District are authorized in general terme by Sections 1802, 1803, 
1806, 1817, 1819, 1820 and 1821 of the Administrative Code, ag supple- 
mented by parts of other laws dasling with specific phases of the work. 
From time to time tnuetructions are izsued by the Harrisburg Office 
relating to changes in the various policies and practices which are in 
effect concerning all State Forest functions, 
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a PARKS 


ACTIVITY PERFORVED NO. 1 

Receive epplicationas for pexmanent camp elites; refer same to 
District Forester for recommendation, 1f form Las come direct from 
applicant; prepare tentative foldex and temporery file cava in pencil; 
direct survey of approved site; requishtisa for blueprints; preparation 
of lease and sudbmissica to leasea for signature; recelpt for survey 
fee vent to Llesete; check lease for signatures and changes; approval 
of lease and sigaature by Deputy Secretary; distribution of copies as 
follows: Original in folder, slexzel copy and ressipt for annual rental 
to lessees; oepy to District Foraster; preparation of tickler card and 
permanent file card; entry in Lcedrd Back, agsigning consecutive aumber 
which is also placed on card and folder; tranamission of folder to 
Division of Accounts for preparation of Account card; filing of folder 
large card under appropriate Giatrict, small oard under date of lease. 
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ACTIVITY PERFORMED NO, 2 

Upon roquect for transfera of permanent camp site, prepare forms 
for submission te Lessee and poepective lesses for signature, and upon 
return and approval, follow sams prosedure as outlined in case of new 
lease, 


PURPOSE 
To promote healthful outdoor recreation and education by making 
available for the use of the publie: 
(a) State Parks 
(o) Stats Forest Paris 
(c) Recreational areas and plenie grounds on State Forest Lang 
(a) State Forest Monuments and other arses of epeeat: ecenic beauty 
(e) Permanent Camp Sites 
(f) And such other facilitiss as ie provided from time te time, 


REF EG ENCE 


All activiitee of the Pures pertain te the duties ef the Depart- 
ment as prescribed in Section 1806 (a to h inclusive) while the procedure 
followed has been derived as © metter of policy and practice. 
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ACTIVITY PERFORMED NO, 3 . 
faintain files fer feldera containing leases and pertinent corres- 
pondence, segragete as tentative, active and cancelled. 
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ACTIVITY PERFORMED NO, 4 
Keep record cards of past, preeent and prespective lessees, making 
such changes as necsseary from time to time, 
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ACTIVITY PERFORVED NO. 5 
Valataia tiekler file indicatlag leases which wlll expire in 
following three months, 
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ACTIVIRY PERFORMED NO, 6 

Send form letters ard oppnidastion blanks to lessees whose leases 
are within three months of expiration date, aleo enclosing mimeographed 
information on policy. : 
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ACTIVITY PERFORMED NO. 7 

Upon. receint of application for renewal of permanent camp site 
leases, forward same cs District Torsster for hia recommendation; if 
appreved, prepars es in triolicate, sending two eonies to lessee for 
signature; traces ght Salleh ao Letters, if signed lease not received: 
upon return of the signed leases, feller procedure outlined regarding 
new leases, giving new nuvber, vreparing new cards, makking old cards 
@s renewed and filing same, 
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ACTIVITY PUNFORMED NO, 8 

form letters sent out monthly on delinquent accounts, follow 
up with oersonal lstters, if no teeulta from this soures, acecunts are 
turned over to the Depart ua of Justice for collection, if unencceseful, 
cangslietion fellows, mavsing sarda. felder aad vosrd teak. 
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onscesgions, buildings and ground rental in 
the various estate Parke, Also preparing leases for transmission lines, 
dwelling ani locks, water supoly, water power and etc,, in the Delaware 
Canal Division, Appreval of leases for the varlous concessions and 
buildings under the supervision of the Commissions, Procedure for elena= 
tures, carde and racerd beok the mme as for a permanent camp site. 
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ACTIVITY PURFORVED NO. 10 
Inspection of State Parks, State Forest Parks and various picnic 
grounds and recreational areag on State Forest Land. 
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ACTIVITY PERFORMED NO, Ll 
Survey State Forest Parks, 
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ACTIVITY PERFORMED NO, i2 
Prepare plans for latrines, cabins, fire places, sanitary systems, 
drilling of wells, and other facilities, 
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ACTIVITY PERFORMED NO. 15 ; 

Superviss landscaping, planting of shrubbery and trees at State 
Forest Parke and other arege on State Forest land used for recreational 
puroe ses. : 
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ACTIVITY PERFORMED NO. 14 


Apvrove and superviee the remodeling, repairing, painting and 
improvement of buildings under juriséiction of Bureau of Parks. 
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ACTIVITY PERFORMED NO, 15 


Ne ene 


Recommend tatesrnal budgets end appropriations for use in connection 
with recreation on Stats Forest Lend and State Parks under advisory 
commissions, 
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